PCS Claim — Member with Dependent Travel

Overview

Introduction This tutorial provides procedures for entering a PCS claim in TPAX for a
member traveling with their dependents.

Use the Member with Dependent Travel guide to complete a basic claim.
Click on the various links on the next page for additional details for your
specific scenario.

Dependents’ The address of the dependents at the time of receiving orders MUST be
Address typed into the remarks block of the claim or DLA with dependents and
dependent travel will not be paid.

Scanning It is important to upload ALL supporting documentation to the PCS
Documents claim/settlement. All documents should be scanned into a single PDF file.
PPC can’t open anything other than a PDF. Some of the required items
include the following:
e Signed PCS Orders
e Lodging Receipts with proof of payment (for TLE reimbursement)
e Airfare/AdTrav Fee Receipts
¢ Alaska Marine Highway Itinerary (mandatory if taking the ferry)
e Receipts for all items over $75

Maximum Remember that the maximum TPAX will pay for a PCS claim is
Amount equivalent to the fastest driving route from the old Permanent Duty Station
Payable (PDS) to the new PDS. You can take any route or method of

transportation, but keep in mind that is the maximum amount payable.

CG Finance The Coast Guard Finance Center (FINCEN) processes the following:
Center e Personally Procured Moves (PPM)

e Privately Owned Vehicle (POV) Shipment

e POV Storage

e Temporary Lodging Allowance (TLA) Claims

Do NOT send these items to PPC. They will be returned and you will only
prolong payment.

Continued on next page
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Flying If any part of your PCS travel involves flying, ALWAYS pick TP-
Government Procured Plane vice CP — Commercial Plane to ensure the
system will pay out correctly.

Travel Time This chart determines how many travel days are authorized based on miles

Chart driven.

Number of Miles Driven

Number of Travel

Days Authorized

400 or less 1

401-750 2
751-1100 3
1101-1450 4
1451-1800 5
1801-2150 6
2151-2500 7
2501-2850 8
2851-3200 9
3201-3550 10
3551-3900 11
3901-4250 12
4251-4600 13
4601-4950 14

Continued on next page
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Member with Dependent Travel

Introduction

This guide provides the procedures for a member traveling with
dependents. Use this guide to complete a basic claim. Click on the various
links on the overview page for additional details for your specific scenario.

This example shows a member with dependents traveling at the same time
in the same privately owned vehicle from one CONUS Permanent Duty
Station (PDS) to the next CONUS Permanent Duty Station (PDS). This
member also received an Advance before traveling.

Procedures See below.
Step Action
1 Once logged into TPAX, click Create New.
COASTIE, JACK T.PAX Inbox View: |Traveler v
[Reservations] [Regulations] [Currency]
TONO Rqupﬁe"sft o | o |category| Created By | | Status | 2% origin | Arrive At | RE3ESt | amount
0 1217GEPRAY4X000 Agvence |1202017|2n32017|  pos | COASTE JACK “ﬁ?‘g‘s’d 20872017 | Traveler pog%;m 1100217746 | 5! (ﬁf’
)
2 Click Settlement Request.
COASTIE, JACK T-PAX Tnbox
[Reservations] [Regulations)
Profile and History » [ Creale New s Tools» Help»
Authorization Request
| Settiement Request
Advance Request

Continued on next page



Member with Dependent Travel, Continued

Procedures,
continued
Step Action
3 Select the TONO that you received the advance for from the list.
COASTIE, JACK : 3
Travel Order Selection AR s
Settlement
TONO: | |
Who
Order Number Category Start Date End Date Crgaﬁmd Date Obl.
1217GIEPRAY4X000 Dell PCS 1202017 | 21372017
Select an existing order or enter a new order
number with which you wish to work and then oK Cancel i
click the OK button

4 Before moving forward, you must know how to compute the effective date of the
orders. The formula for effective date of orders is:

Report date — (# of days of travel) + 1.

Using the example, 02/13/2017 — (4) +1, 2/13/17-4=2/09/17 + 1 = 2/10/17, the
effective date of orders is 2/10/17.

Travel Itinerarv and Authorized Absences:

Date Twpe Dutv/Leave Daws
01/20/2017 Depart Duty

01/21/2017 Leave INCONUS 16
02/06/2017 Proceed Time 4
02/10/2017 Travel Time 4
02/13/2017 Report Duty

The effective date of orders is input on the Entitlements tab when processing the
PCS travel claim. It is important that the effective date of orders is correct so that
if there is a promotion in between the depart date and the report date, that the
DLA will be paid at the correct rank. Additionally, only dependents acquired
before the effective date of orders can be paid.

Since this member actually traveled from February 10th through the 13th, TLE
can NOT be entered for those dates. If TLE is entered for those dates, they will
NOT be paid.

Continued on next page



Member with Dependent Travel, Continued

Procedures,
continued

Step Action

5 The first tab of the Settlement Request will display. Enter the member’s new
home address at their new PDS (if known). If they don’t have one (waiting for
housing), they can temporarily enter their PDS address, but it must be
documented in the remarks. Then click Next.

COASTIE, JACK View: Traveler
TOMNO: 1217GISPRAY4X000 setﬂement ReqUESt
Type of order: | PCS | Covered from: 172072017 to: 211372017
Type of Settlement | Pariial “ Type of Partial: Mota Partial £
Remit To Transactions Entitlements Computations Financial Remarks

* Address 1- [1232 COAST GUARD LANE

Address 2:

* City: |PORTSMOUTH

*Country/State: VA VIRGINIA ~i

*

Zip: [23704

I Next I‘ Manage Images ‘ ‘ Receipts H SAVE H Cancel H Help |

6 Any Advances entered would display here. Verify the amount matches what you
actually received, then click Next.

COASTIE, JACK em View: Traveler
TONO: 1217G96PRAY4X000 Settl ent ReqUESt
Type of order: | PCS | Covered from: 1/20/2017 to: 213/2017
Type of Settlement | Partial | Type of Partial: Mot a Partial '
Remit To Transactions Entitlements Computati Fi ial Remarks
Locked Date Type Amount
ol 282017 Advance 1,9858.51 Delete
‘ Back ‘I Mext I | Manage Images ‘ Receipts | ‘ SAVE ‘ | Cancel ‘ ‘ Help |

Continued on next page
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Procedures,
continued
Step Action
7 Enter the Effective Date of Orders that you calculated previously. Leave the
default as Enroute PCS Travel, then click Add This Entitlement.
COASTIE, JACK View: Ti ler
TONO: 1217GI6PRAY4X000 Setﬂement ReqUESt o =
Type of order- | PCS | Covered from: to:
Type of Settlement | Partial “| Type of Partial: | Not a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed [] Effective Date: w
I Enroute PCS Travel VI <= Add Thig Entitlement
Back H Next ‘ ‘ Manage Images ‘ ‘ Receipts H SAVE H Cancel H Help ‘
8 In order to get paid MALT (monetary allowance in lieu of transportation), check

the Owner Operator of POV box. If not claiming MALT, click the No MALT
box. Enter the Number of cars authorized on the orders and select who will be
paid. Since all family members traveled together, select them all. Click Next.

View:  Traveler
[COASTIE, JACK Enroute PCS Travel
. 7
TONQ: [ 1217G96PRAY4X000 | Proceed Date: 120201
Number of Days: 23
Type of order: | PCS | End Date:  2/132017
What's Authorized Itinerary Reimbursables
™I Owner operator of POV CINo Number of cars authorized |
MALT
Who Being Paid
Next ’ Accept Changes Cancel Help

Continued on next page



Member with Dependent Travel, Continued

Procedures,
continued
Step Action
9 Select Greater than or equal to 24 hours from the Duration of Travel drop-
down.
View: Traveler|
COASTIE, JACK Enroute PCS Travel -
TONO: [ 1217GO6PRAYAX000 ] Proceed Date: 1202017
Number of Days: 25
Type of order: | PCS | End Date: 2132017
What's Authorized Itinerary Reimbursables

Duration of travel: JlSi L EEVECEIEE
Greater than or equal to 24 hours

Date Pacalinn Trans Duty DL Local? Lodging Embark?

;
;

Else T

Reason Day Method Meals AE% Lodging Taxes Miles
| Back ” Next I Accept Changes [ Cancel || Help l

10 | The Itinerary page will display. The Departure Date must be the departing date
on the orders. The Departure Location will auto populate. Leave the Method of
Transportation as PA — Private Auto. Do not touch the Duty Day boxes. Update
the Arrival Date to reflect the date you reported to the new PDS location. This
MUST match the actual report date in DA.

COASTIE, JACK Itinera View: Traveler
TONO: 1217G96PRAY4X000 'y
D " Trans Duty Local? S Embark? ‘Who Else Traveling
“L ‘Reason‘ﬂay‘ml"m‘ ‘ Meals AE% Lodging Taxes Miles “
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
[FEEE3 Topeka, KS. Shawnee ] [ie Locat [LDP - Lodging Plus | i
01202m7 E] I—I
Method of Ti riation:
ey [ Embark LT
1 Duty Day [Pa - Private Auto ~| S
ging Type:
vl Cocation (oick T &) [ca - commil Qtrs Incidentsl Expense Full V|
Arrival Date: Elink fo enter arrival location....
I 017202017 i I reason for Stop: |
AD - ized Delay ~ Meals Type:
[ puty Day CM - Commercizl Meals ] || Miles:
0
Accept Leg ‘ ‘ Cancel Changes

Continued on next page



Member with Dependent Travel, Continued

Procedures,
continued
Step Action
11 | Click the Arrival Location link to enter the new PDS.
(COASTIE, JACK i View: Traveler
TONO: 1217GI5PRAY4X000 Itlnerary
. Trans Duty Local? . Embark? Who Else Traveling
m“Lm‘Rmn‘Day‘lnL‘m‘m‘ Meals AE% Lodging Taxes Miles H
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
[EEGE2 Topeka, KS, Shawnee | I:h Local LDP - Lodging Plus hd 0
i B— o | R e
o r';jm: _Df:ra:jfma“m <] [is Embark Lodging Tasx
Duty D - Private Auto
Anval Locabion (Chick 1o ot CQ - Comm'l Gitrs Incidental Expense Full ~ |
Aurmival Date:
z] Reason for Stop:
[aD- ized Delay v Meals Type:
[ buty Day CM - Commercial Mezls || Miles:
Lo ]
‘ Accept Leg ‘ ‘ Cancel Changes

12

When inputting locations, first type in the State and click tab. In the Zip
Code/City, type in the Zip Code of the new PDS (located on the orders) to find
the right location and it will fill out the county/locality for you. If the zip code
does not display correctly, use the drop-down to select the correct one, then click
Accept.

[ )

Destination - Location of New Duty Station

Country / State: ccowws conus Zip Code ! City:

[vaviRGINIA | [23704 Portsmouth, Portsmouth |
|2 viRGINLA > | 23704 Pertsmouth, Portsmouth v
County / Locality:

[PORTSMOUTH (INDEP CITY) |

I v]

Accept Cancel

Continued on next page
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Procedures,
continued

Step Action

13
Complete.

Select the Reason for Stop. If this is your final destination, click MC - Mission

COASTIE, JACK
TONO: 1217G96PRAY4X000

Itinerary

View: Traveler

Trans
Reason

Local?

D‘"BHL““"""‘ ‘Day‘m"‘umm"‘w"'“‘ Meals ‘

AE% Lodging Taxes

Who Else Traveling

Miles

Departure Location (click to edit)
Departure Date e { Y

Method of Reimbursement:

Daily Ldg Cost

[F6653 Topeka, KS, Shawnee |

s Local |LDF' - Lodging Flus

v| [i}

o117
I Duty Day

Method of Transportation:

- [ Embark
[Pa - Private Auto v

Lodging Type:

Lodging Tax:

Arrival Location (click to edit)

[c@ - Commil Girs Incidental Expense Full v|

Arrival Date:

[oariarzot7 |

[£3704 Portzmeuth, V&, Portsmouth
Reason for Stop:

AD - Authorized Del Meals Type:

AT - Awaiting Transportation

o eeaa [cM - Commercial Meals

D Dty Day

~ Miles:

DL - Designated Location
DF - Drop Off Passengers

1224

V' - Drop Off \ehicle at \ehicle Port
ES - Enroute Stop Over

HP - Change of Home Port
L' - Leave
IMC. - Misgion Complete

Accept Leg ‘ ‘ Cancel Changes

AT - Mon-taxable TOY

PP - Pick Up Passengers

P - Pick Up \Yehicle at Vehicle Port
[TD - Temporary Duty

IEEB - Wai‘llng to Board ShIE

14

Notice the number of miles will display here. This will determine the MALT you
receive as well as the number of travel days. Click Accept Leg.

COASTIE, JACK i View:  Traveler
TONO: 1217G96PRAY4X000 Itlnerary
- Trans Duty Local? = Embark? ‘Who Else Traveling
o= ‘ ‘ pocaiot ‘ Reason ‘ Day ‘ DL ‘ Method ‘ Lodging ‘ Meals ‘ AE% Lodging Taxes Miles ‘ ‘
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
. [6B0G3 Topeka, K5, Snawnee ] iz Locatl v 0
0172002017 j
Method of T rtafion:
ethod of Transportation [ie Embark el
1 Duty Day [P - Private Auto v S 2
ging Type:
Arrival Location (click to edit) A
Arrival Date: [£3704 Portzmeuth, V&, Portsmouth
02132017 j reason for Stop: |
MC - Mission Complete v Meals Type:
[l Duty Day CM - Commercial Meals v Miles:
-—1224
I Accept Leg I ‘ Cancel Changes ‘

Continued on next page



Member with Dependent Travel, Continued

Procedures,
continued
Step Action
15 | Edit the information if needed. Once finished, click Accept Changes.
COASTIE, JACK P View: Traveler
TONO: 1217G6PRAY4X000 ltlnerary
_ T Local? _ Embark? Who Else Traveli
els pocaies Reason Evlv 10L | pethod | 229919 |~ peals AE% Lu;nim Taxes Miles
20/ 66633 Topeka, KS, Shawnee v "
e | Ak 23704 Portsmauth, VA e NLG [0 ][ om0 ][ 500 [ 724 ] raart|®
I Accept Changes | ‘ Cancel Changes ‘ ‘ Help
16 | Click Next.
View:  Traveler |
COASTIE, JACK Enroute PCS Travel
. 7
TONO: [ 1217GU6PRAYAX000 ] Proceed Date: 120201
Number of Days: 25
Type of order: | PCS J End Date: 21132017
What's Authorized Itinerary Constructed Itinerary Reimbursables
Duration of travel: [Greater than or equal to 24 hours V|
Trans Local? Embark? Who Else Traveling
Doty Location | peason %:'yy IDL | pethod | 1099100 | “peals AE% Lodging Taxes Miles
= Topeka, KANSAS 7
1/20/2017 |DEP PA
2132017 | ARR [ 23704 Fotsmouth, | e NLG [0 ][ 000 [ 000 ][ 224 ]
’ Back |I Next I |" pti ||¢‘ | I Accept Changes l Cancel || Help |

Continued on next page
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Procedures,
continued
Step Action
17 | The Constructed Itinerary tab is only used when calculating the cost of GTR.

Click Next.
COASTIE, JACK Enroute PCS Travel

View:  Traveler|

] Proceed Date: 17202017

Number of Days: 25
Type of order: | PCS | End Date: 2132017

TONO: [ 1217G96PRAY4X000

What's Authorized Itinerary Constructed Itinerary Reimbursables

Duration of travel [Greater than or equal to 24 hours

Depart Date | Armrive Date To Location Auth. Miles
1202017 2/13/2017 | 23704 Portsmouth, VIRGINIA 1224
Back Next Exceptions || Occasionals Accept Changes Cancel Help

18

Click Add/Edit Trip Expenses to add any reimbursable expenses.

View:  Traveler
COASTIS, JAcK Enroute PCS Travel
- 7
TONO: [ 1217GS6PRAY4X000 ] Proceed Date: 120201
Number of Days: 25
Type of order: | PCS | End Date: 21132017
What's Authorized Itinerary Constructed Itinerary Reimbursables
Date | Description | Claimed
Add / Edit Trip Expenses
Back E ions O i Accept Changes Cancel Help

Common reimbursable expenses for PCS include:

Some Airfare, ADTRAYV (booking agent) fees, baggage fees, incidental expenses
for A School, Tolls for roads, Visa Green Card & photo fees and pet quarantine
fees.

Continued on next page
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Procedures,
continued

Step Action

19 | Select the Reimbursable Expense from the drop-down, enter the Amount
Claimed, ALWAYS leave the IBOP as United States, click the Dep box if the
expense was for one of your dependents and click Accept Expense.

ICOASTIE, JACK - View: Traveler
ONO: 121 7G96PRAYAX00D Reimbursable Expenses
Date [ Description [ Claimed [ Dep?
Date Expense Description Claimed IBOP Dep
[ 012012017 | [TOLLS FOR ROADS-BRIDGES-TUNNELS-FE| | =m0 UNITED STATES| []
| TOLLS FOR ROADS-BRIDGES-TUNNEL v UNITED STATES Vv
Accept Expense Cancel Changes

Was any airfare paid by a member's travel card. If paid by Government Account, do not enter Help
the airfare

20 | Add any additional expenses by clicking Add Expense. When finished, click
Accept Changes.

COASTIE, JACK
TONO: 1217GBEPRAY4X000

View: Traveler

Reimbursable Expenses

Date Description Claimed Dep?
TOLLS FOR ROADS-BRIDGES- )
142002017 TUNNELS.FERRY 3.00 N Ediit Delete

Was any airfare paid by a member's fravel card. If paid by Government Account, do not enter
the airfare

Add Expensze

Accept Changes Cancel Changes Help

Continued on next page



Member with Dependent Travel, Continued

Procedures,
continued
Step Action
21 | Click Accept Changes.
View: Traveler|
COASTIE, JACK Enroute PCS Travel
- 7
TONO: [ 1217GO6PRAYAX000 | Proceed Date: 120201
Number of Days: 25
Type of order: | PCS | End Date: 21132017
What's Authorized Itinerary Constructed ltinerary Reimbursables
Date Description Claimed
1202017 TOLLS FOR ROADS-BRIDGES-TUNNELS-FERRY 3.00
| Add / Edit Trip Expenses |
Back | Exceptions QOccasionals Accept Changes | Cancel H Help |
22 | Click Calcs to see the breakdown of daily expenses.
COASTIE, JACK View: Traveler
TONO: 1217GI6PRAY4X000 Settlement ReqUESt
Type of order: | PCS | Covered from: to:
Type of Settlement | Partial | Type of Partial: | Not a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel 1R2002017- 2132017 Validated Data Dielete §Calcs JComp
TLE v | ‘ <= Add This Entitlement ‘
‘ Back H Mext ‘ ‘ Manage Images ‘ Receipts ‘ ‘ SAVE ‘ ‘ Cancel ‘ | Help ‘

Continued on next page



Member with Dependent Travel, Continued

Procedures,
continued
Step Action
23 | This shows the correct number of days of per diem that you are receiving. TPAX

does not reflect the correct travel dates due to a programming error. This member
is actually entitled to per diem from 2/10-2/13. Click Done.

COASTIE, JACK H View: Traveler
TONO: 1217GISPRAYAX000 Daily Expenses

Date T[;?é HL;E: ';g‘:BE Br|Ln| On | Loda | Bresk| Lunch | Dinner | Incati ;j:ﬂfﬂ J:;“'m L"%;“g Taxable
0208| FP 0.00 | 38050 | 0.00
02110] FP 0.00 | 20050 | 0.00
02i11| FP 0.00 | 38050 | 0.00
02112| FP 0.00 | 28050 | 0.00

Total (1562.00( 0.00

24

If authorized DLA, select DLA from the drop-down and click Add This
Entitlement.

COASTIE, JACK View: Traveler
TONO: 1217GI6PRAY4X000 Setﬂement ReqUESt
Type of order: | PCS | Covered from: 1/20/2017 to: 21132017
Type of Settlement | Partial | Type of Partial: | Not a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date: |2102017
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel 1R20°2017- 2132017 Validated Data Dielete | Cales | Comp
I DLA vI <= Add Thiz Entitlement
‘ Back ‘ ‘ Mext ‘ ‘ Manage Images ‘ Receipts ‘ ‘ SAVE ‘ ‘ Cancel ‘ | Help ‘

Continued on next page



Member with Dependent Travel, Continued

Procedures,
continued

Step Action
25 | Check the box if DLA with dependents is authorized AND your dependents

relocated with you at the same time. Otherwise, click Accept.

COASTIE, JACK ) ] View: Traveler
TONO: 1217GISPRAYAX000 Dislocation Allowance

DLA with dependents is authorized. Check this box if dependents were moved at this time@

Accept Cancel Help

26 If authorized TLE, select TLE, then click Add this Entitlement.

COASTIE, JACK View: Traveler
TONO: 1217GI6PRAY4X000 Settlement RequeSt
Type of order: | PCS | Covered from: 172002017 to: 211312017
Type of Settlement | Partial ' Type of Partial: | Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel 1R202017- 21 32017 “alidated Data Drelete | Cales | Comp
Edit | DLA (with Dependents) 1200201 7112002017 Validated Data Delete | Calcs | Comp
| e v| | <—Add This Entitiement
‘ Back ‘ ‘ Mext ‘ ‘ Manage Images ‘ Receipts ‘ | SAVE ‘ ‘ Cancel ‘ ‘ Help |

Continued on next page
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Procedures,

continued

Step

Action

27

Click Add TLE Day.

COASTIE, JACK View: Traveler
TONO: 1217GI6PRAY4X000 TLE Expenses

Date Location | Who's being paid Lodging [ ]
Previous Mext
Add TLE Day
Accept Changes Cancel Changes Help

28

Enter the first Date of lodging. The date cannot be a travel date and MUST match
the receipt (which is required). Travel dates are calculated based on the effective
date of orders. Ensure you are not claiming TLE on these days. The Location
must be within 50 miles (or 2 hours roundtrip) of either the old PDS or the new
PDS. ONLY enter the Zip Code of the old PDS or new PDS located on the
orders (not the zip code of the hotel). For Who’s being paid, check the box for
each family member that stayed. Enter what was actually spent on lodging
including taxes for the day specified. Click Accept.

COASTIE, JACK View: Traveler
TONO: 1217GI6PRAY4X000 TLE Expenses

| Date Location Who's being paid Ladging
JACK
JILL COASTIE
0172072017 EEES83 Topeka, KS, Shawnee 101.00 AcceptfCancel | Delete
JOHMNY COASTIE
JACKIE COASTIE

Previous Mext

Help

Note: The zip code determination is based on JTR 5434 — Per Diem Rate is the
locality based on the PDS (or designated place, Home of Record or initial follow
on technical training, if applicable) location is used for TLE reimbursement.

Continued on next page



Member with Dependent Travel, Continued

Procedures,
continued

Step

Action

29

To add additional days, click Add TLE Day.

If the lodging location changes (old PDS vs new PDS), the member should
remain in this TLE tab and just enter the new location and amounts vice going
out and creating a new TLE tab. This can corrupt the claim.

COASTIE, JACK
TONO: 1217GIEPRAY4X000

TLE Expenses

View: Traveler

Date

Location

Whe's being paid

Lodging

D1/20/2017

G6653 Topeka, KS

Member
+
3

Dependents

101.00 | Edit | Delete

Previous Mext

Add TLE Day

Accept Changes

Cancel Changes Help

Continued on next page



Member with Dependent Travel, Continued

Procedures,
continued

Step Action

30 | The Date cannot be a travel date and MUST match the receipt (which is
required), the Location must be within 50 miles (or 2 hours roundtrip) of either
the old PDS or the new PDS. ONLY enter the Zip Code of the old PDS or new
PDS located on the orders (not the zip code of the hotel). Check Who’s being
paid, enter what was actually spent on lodging including taxes for the day
specified. Click Accept.

COASTIE, JACK View: Traveler
TONO: 1217GI6PRAY4X000 TLE Expenses

Date Location Who's being paid Lodging
Iember
012002017 BE6E3 Topeka, KS g 101.00 Edit Delete
Dependents
Iember
012152017 BERE3 Topeka, KS g 101.00 Edit Delete
Dependents
vl uack
223704 Portsmouth, WA, Portsmaouth IEJ”'L COASTIE Ancept Fancel | Delete
vl JoHNNY COASTIE
vl JACKIE COASTIE
Previous MNext

Help

Continued on next page



Member with Dependent Travel, Continued

Procedures,
continued
Step Action
31 | Add more TLE days as needed by clicking the Add TLE Day button. When
finished, click Accept Changes.
COASTIE, JACK TI View: Traveler
TONO: 1217G96PRAY4X000 E Expenses
Date Location Who's being paid Lodging
Member
D1/20v2017 BE653 Topeka, KS : 101.00 | Edit | Delete
Dependents
Member
012152017 BE653 Topeka, KS : 101.00 | Edit | Delste
Dependents
Member
021472017 23704 Portsmouth, Wi : 12500 | Edit | Delste
Dependents
Previous MNext
Add TLE Day
Accept Changes Cancel Changes Help
32 | Click Calcs.
COASTIE, JACK View: Traveler
TONOC: 1217G6PRAY4X000 Setﬂement ReqUESt
Type of order: | PCS | Covered from: 1/20/2017 to: 211372017
Type of Settlement | Pariial % Type of Partial: | Nota Partial v
Remit To Transactions Entrllerrrerlt51 Computations Financial Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel 1221 7-2M 32017 Valdated Data Drelete | Cales | Comp
Edit | DLA (with Dependents) 1200201 7-17202017 Walidated Data Delete | Cales | Comp
Edit| TLE 1/20/2017-21472017 Walidated Data Delete | Calcs fComp
TLE v| ‘ <= Add This Entitlement ‘
‘ Back H Next ‘ | Manage Images ‘ Receipts H SAVE H Cancel H Help ‘

Continued on next page




Member with Dependent Travel, Continued

Procedures,
continued
Step Action
33 | This will show you what you will actually be paid for TLE. The system

automatically calculates your TLE based off the JTR computation and the PDS

zip code entered. Click Done.

COASTIE, JACK View: Traveler
TONO: 1217G36PRAY4X000 TLE Expenses
Audit Remarks I Done I
Date Locality Rate Lodging | M&IE | Max M&IE & Lodging | Maximum TLE Paid
D120 142 101 76.5 177.5 250 177.5
D21 142 101 78.5 1775 280 177.5
0214 142 125 78.5 2.5 250 201.5
Previous Mext
34 | Click Next.
COASTIE, JACK em View: Traveler
TONC: 1217G96PRAY4X000 Settl ent ReqUESt

Type of order: | PCS

Type of Settlement | Partial

| Covered from: 12002017 to: 211372017

“| Type of Partial: Nota Partial v

Remit To Transactions

Computations

Financial Remarks

Travel Not Performed

Effective Date:

Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel 1221 7-2M 32017 Valdated Data Drelete | Cales | Comp
Edit | DLA (with Dependents) 122N T7-12W2017 “alidated Data Delete | Cales | Comp
Edit | TLE 12W201T-2M 42017 “alidated Data Delete | Calcs | Comp
TLE W | ‘ <= Add This Entitlement ‘
‘ Back ‘I Next | Manage Images ‘ Receipts ‘ | SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

Continued on next page



Member with Dependent Travel, Continued

Procedures,
continued

Step Action
35 | All entitlements will be broken down into categories. If you requested an
advance, you must click the Apply Advances button here.

COASTIE, JACK View: Traveler
ONG: 1M TCEPRAY Settlement Request

Type of order: | PCS | Covered from: 1/20/2017 to: 21372017
Type of Settlement | Partial | Type of Partial: | Mot a Partial v
Remit To Transactions Entitlements. Computations Financial Remarks
Total Entitlement
= i Deductions
Memb/Emp PCS Per Diem 585.00 -
- Partial Payments 0.00
MembEmp Transportation 3.00
Mermb/Emp MALT 232,56 Amount Payable
Dep Per Diem 284,00 Advances 0.00
DLA 2,340.00
TLE 556.50
ot Depost Due Employee
Method of Payment | Direct Deposit v |
Split Payment 0.00
Computed Split 0.00
I Apply Advances I Enter amount in Split Payment field to pay
GTCC

This request may require constructed travel so that the amount computad may not equal the actual amount reimbursed

Back Next Manage Images Receipts SAVE Cancel Help

36 Click the Default button.

COASTIE, JACK View: Traveler
TONO: 1217G96PRAY4X000 Apply Pcs Advances
Entitlement Outstanding Applied
Memb/Emp PCS Per Diem 113.66 0.00
Memb/Emp MALT 186.05 0.00
Dislocation Allowance 1,500.00 0.00
Dependent Per Diem 198.80 0.00
Total
Default Accept Changes Cancel Changes Help

Continued on next page



Member with Dependent Travel, Continued

Procedures,
continued
Step Action
37 | The fields should automatically fill out in the Applied column and give the Total

of advances. If all items do not populate, enter the amounts. Click Accept

Changes.
ICOASTIE, JACK View: Traveler
ITONO: 1217G96PRAY4X000 AppIy Pcs Advances
Entitiement Outstanding Applied
Memb/Emp PCS Per Diem 113.66 113.66
Memb/Emp MALT 186.05 186.05
Dislocation Allowance 1,500.00 1500.00
Dependent Per Diem 198.80 198.80
Default Accept Changes Cancel Changes Help

38

It inputs the amount of Advances into the appropriate block and deducts it from
the Amount Payable. Click Next.

COASTIE, JACK View: Traveler
TOMO: 1217G6PRAY4X000 semement ReqUESt
Type of order: | PCS | Covered from: 1/20/2017 to: 2132017
Type of Settlement | Pariial | Type of Partial: | Mot a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitlement
E=xi I Deductions
Memb/Emp PCE Per Diem 585.00 -
Partial Payments
Memb/Emp Transportation 3.00
Memb/Emp MALT 232.56 Amount Payable
Dep Per Diem 904.00 Advances
DLA 2,340.80
TLE 556.50
: - Due Employes
Method of F‘aymentl Direct Deposit (v |
Split Payment 0.00
Computed Split 0.00
‘ Apply Advances ‘ Enter amount in Split Payment field to pay
GTCC
This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed
| Back |I Mext I ‘ Manage Images | ‘ Receipts ‘ SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

Continued on next page



Member with Dependent Travel, Continued

Procedures,
continued
Step Action
39 | Click Add/Modify Accounting to add the Line of Accounting (LOA).
Type of order: | | Covered from: to:
Type of Settlement  Partial V| Type of Partial: |Nota Partial v
Remit To Transactions Entitiements Computations Financial Remarks
[ oocr [ Classifcationsting [ Amownt |
f Add/Modify Accounting

Back Next Manage Images | Receipts SAVE Cancel Help

40 | Enter the Line of Accounting (LOA) from the Direct Access PCS Orders, then
click Accept Line.

TONO APFR Limit  ALLT ALC ProgEle Catact Amount

| (1) [ T o] o] o T T e o] o

Copy First Line IAmptlJneI ‘ Cancel Line ‘

41 Click Save.
1217 GIEPRAY4X000 2 P =01 299 ey o RA 78045 2104 24 704.05 Edit Del
[rownee | | s | cwe ][ e ]

Continued on next page



Member with Dependent Travel, Continued

Procedures,
continued
Step Action
42 | Click Next.
COASTIE, JACK View: Traveler|
TONG: 121 7656PRAYAX000 Settlement Request
Type of order: | PCS ] Coveredfrom: [ 1202017 | to: [ 2132017 |
Type of Settlement Partial v Type of Partial: | Nota Partial v
Remit To Transactions Entitl its Computations Financial Remarks
Db/Cr Classification String Amount
Db 1217G96PRAY4X000 2 P 501 299 21 0 RA 78045 2104 4,704.05
|AdclfMod Modify Accounting |
| Back |I Next I | Manage Images | Receipts | SAVE || Cancel ” Help |

43 | Enter the Voucher Remarks. Include anything out of the ordinary with this
claim. The address of the dependents at the time of receiving orders MUST
be typed into the Remarks block of the claim or DLA with and dependent
travel will not be paid. Anything typed here will print on the Travel Voucher
Summary. Click SAVE.

View: Traveler|

COASTIE, JACK
O ATinme Settlement Request
Type of order: | PCS | Covered from: [_1/202017_ ]| to: [ 2/1312017 |
Type of Settlement  Partial V' Type of Partial: | Nota Partial v
Remit To Transactions Entitiements Computations Financial Remarks

Voucher Remarks:
Dependent's old address: 123 Fake Street, Topeka, KS 66604.

= I o e

Continued on next page



Member with Dependent Travel, Continued

Procedures,
continued
Step Action
44 | If you get this warning, verify that none of your TLE dates are travel dates, then
click OK. You might need to click SAVE again to continue.
System Notification x
 TLE day=s overlap Enroute Travels for one or more individuals
being paid. Ensure there i= enough elapssed time between
PD=s when per diem iz not payable
45 | Once saved, you might be asked to Certify certain entitlements. Check the boxes
and click Certify. ‘
; : Description oun
] 1202017 | 172172017 | TLE Lodging at 66683 Topeka, KS for at least 202.00
¥ 2/14/2017 2/14/2017 | TLE Lodging at 23704 Portsmouth, VA for at least 125.00
Certify Later Cancel Help
46 | Now that the claim has been saved, select the settlement and click View/Modify
to attach your orders and required receipts to your claim.
LGS T-PAX Inbox Viewsrace ]
¥ [1217G96PRAY4X000 | Settiement [172012017| 2132017  PCS Al i’::goed 211672017 Traveer | Portamouth,| 1100217748 =
: -PAX VA
[ | 1217co6PRavax000 | Advance |120r2017|2n132017| RS CORSTE, A‘;’g‘g’d 201672017 | Traveler Podz%{';m, 1100217746 51'(’;%5'
|ae|euetompprova||| Print |Imruod|fy| |De|em||ue|p
Retrieve ] Find

Continued on next page



Member with Dependent Travel, Continued

Procedures,
continued
Step Action
47 | Click Manage Images.
COASTIES MCK Settlement Request View: 0

TONO: 1217G96PRAY4X000

Type of order: | PCS | Coveredfrom: [ 1202017 | to: [ 21312017 |
Type of Settlement  Pariial v Type of Partial: 'Not a Partial v
Remit To Transactions Entitlements Computations Financial Remarks

* Address 1: [1234 COAST GUARD LANE |

Address 2: [ ]

* City: [PORTSMOUTH |

*Country/State: [VAVIRGINIA v]
Zip: [23704
Next Manage Images Receipts SAVE Cancel Help

48 | Itis important to upload ALL supporting documentation to the PCS
claim/settlement. All documents should be scanned into a single file. The first
thing you MUST do is scan the orders/authorization, applicable amendments,
required receipts and save it as a PDF document to a space/pathway that you can
access. Once back at your computer, find the PDF document and rename it as
appropriate. Example: 2017 PCS. Keep the file name as short as possible. Click
Browse to locate the PDF.

ICOASTIE, JACK View: T
TONO: 1217G96PRAY4X000 Images and Receipts
Image or Receipt File Name
Image description:
‘ Upload Image
Done Help

Continued on next page



Member with Dependent Travel, Continued

Procedures,
continued
Step Action
49 | Select the appropriate PDF, then click Open.
{2 Choose File to Upload =
@Ov| . « Coastie » Scanned Docs - | ¢,| Search Scanned Docs )
Organize « New folder =~ O '@'
2% Favorites |~ MName . Date modified Type Size
Bl Desktop T 2017 PCS 2M16/2017 12209 PM  Adobe Acrobat D... 115 KBI
4. Downloads A Alameda_08-2015 8/10/2015 8:27 AM  Adobe Acrobat D... 286 KB
=] Recent Places | '@ Jackson Resume 1/23/201712:47 PM  Adobe Acrobat D... 594 KB
T Miami_07-2015 7/22/20159:10 AM  Adobe Acrobat D... 286 KB
il Libraries | NoLa_o8-2015 8/24/20159:35 AM  Adobe Acrobat D... 76 KB
3 Documents '@ Occasional Meal Receipt 1/20/2017 1:41 PM  Adobe Acrobat D... 115 KB
& Music T PHS_11-2015 11/5/20157:36 AM  Adobe Acrobat D... 289 KB
= Pictures '@ Portsmouth_Mclean_06-2015 6/29/2015 8:23 AM Adobe Acrobat D... 307 KB
E Videos '@ Portsmouth_Mclean_06-2015b 6/29/2015 8:24 AM Adobe Acrobat D... 115KB
"M Camnuter S
File name: 2017 PCS - | AllFiles ) -]
I Open I ’ Cancel ]
50 | Enter a short Image description, then click Upload Image.
COASTIE, JACK View: Traveler
Images and Receipts
TONO: 1217G96PRAY4X000
Image or Receipt File Name
U:\Scanned Docs\ 2017 PCS Browse...
Image descnption:
|2017 PCS |
Upload Image
Done Help

Continued on next page



Member with Dependent Travel, Continued

Procedures,
continued
Step Action
51 | Click on the image to ensure it has everything required and is readable, then click

Done.

Image or Receipt File Name

Image description:
I | | Dptoadimeoe

52

Click SAVE.

Type of order: | PCS | Covered from: 172012017 to: 211312017
Type of Settlement  Partial V| Type of Partial: |Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks

* Address 1: |1234 COAST GUARD LANE |

Address 2 | |

* City: [PORTSMOUTH |

*Country/State: |VAVIRGINIA v]
’ Zip: 23704
Next Manage Images Receipts SAVE Cancel Help

Continued on next page



Member with Dependent Travel, Continued

Procedures,
continued

Step Action
53 | You might have to re-certify your items. Check the boxes and click Certify.

From Date To Date Description Amount
[V 1/20/2017 1/21/2017 TLE Lodging at 66683 Topeka, KS for at least 202.00
[V 2/14/2017 2/14/2017 | TLE Lodging at 23704 Portsmouth, VA for at least 125.00
Certify Later Cancel Help

54 | This will return you to the TPAX Inbox. Now the claim is ready to be forwarded
to the AO. Select the settlement and click Release for Approval.

COASTIE, JACK T.PAX Inbox View: |Traveler [
[Reservations] [Regulations] [Currency]
Profile and History » Create New » Tools » Help » Logout
Typeof | Start | End Auth. Status Request
TONO Request | Date | Date Category | Created By | qen i) | Status | "o, ™ (Origin | Arrive At D |Amount
Entered 23704
[ |1217G96PRAY4X000 | Settlement [172012017| 2132017  PCS il into_ | 201672017 | Traveler | Fortsmouth, | 1100217748 | 3370354
T-PAX VA )
1217GS6PRAYAX00D | Advance |1720/2017|21132017|  PCS COASTEE, £600013 2116,2017| Travele | Portamouth | 110021774 | 185"
O |12 nce JACKE by AO raveler | Pol smouth, est)

I Release for Approval I | Print | | View | Modify | l Delete | | Help

Retrieve [ \ Find

55 | Select an Authorizing Official from the drop-down, enter your Secondary
Password and then click OK.

consme.nck — T-PAX Inbox View === v
[Reservations] [Regulations] [Currency]
WARNING

There are severe criminal and civil penalties for making or presenting a false,
fictitious, or fraudulent claim under U. S. Code Title 18, Section 287; Title 31,
Section 3729; and Title 10, Section 932 (UCMJ, Article 132).

Select an Authorizing Official
|SCHEDULE, GENERAL \

| SCHEDULE, GENERAL v
Enter Secondary Password
sSsssssEew

0K Cancel

Continued on next page



Member with Dependent Travel, Continued

Procedures,

continued

Step

Action

56

The status has been updated to Awaiting AO Approval. Logout of TPAX.

T-PAX Inbox

View: |Traveler v

| Release for Approval | |

| | View | Modify

Retrieve

COASTIE, JACK
[Reservations] [Regulations] [Currency]
Profile and History » Create New » Tools» Help » Logout
Type of | Start End Auth. Status - . Request
TONO Request | Date | Date Category | Created By Official Status Date Origin | Arrive At D Amount
Awaiting 23704 .

1217GIEPRAYXODD | Sefflement | 1202017 |2132017|  PCS - |8 N 20 Jer6im017| Traveter | Fortsmouth, | 1100217745 | 3270554

ke |“Chnena =

: Approval VA :

23704

| 1217G86PRAY4X000 Advance | 1/202017| 21132017 PGS ConSTE. A"Dg’g‘gd 2102017 | Traveler | Porismout, | 1100217746 51-[5;2?.'-51
Print ‘ Delete | | Help |




Flying — CONUS to CONUS

Introduction This section shows how to account for a member who flew from their old

PDS to their new PDS all within the continental US.

Procedures See below.

Step

Action

1

The only difference between a PCS via flight for with dependents versus without

dependents, is you select all family members on this screen before entering the
itinerary. Then click Next.

COASTIE, JODY Enroute PCS Travel Ve

TONO: [ 1217G96PRAGYV000 ] Proceed Date: 122017
Number of Days: 31
End Date:  2/12017

Type of order: | PCS |

What's Authorized Itinerary Constructed Itinerary Reimbursables

™ Owner operator of POV [CINo Number of cars authorized  [1___|
MALT

Who Being Paid

Continued on next page



Flying — CONUS to CONUS, continued

Procedures,
continued

Step

Action

2

When entering the Itinerary, make sure the Departure Date is the date you left
your unit. The Departure Location should default to your current PDS. Change
the Method of Transportation to TP - Govt. Procured Plane (ALWAYS USE

FOR PCS, NOT CP). The Arrival Date should be the date you actually arrived.

If this is your final destination, select MC - Mission Complete in the Reason for
Stop. When finished, click Accept Leg.

COASTIE, JODY View:  Traveler
TONO: 1217G96PRA4YV000 Itinerary
- Trans | Duty Local? ) Embark? Who Else Traveling
D"'ll"““"“‘|m|oay|m"|mm|l‘°"’“" Meals AE% Lodging Taxes Miles ||
Departure Location (click to edit] Method of Reimbursement:
Departure Date = on{ d) i Daily Ldg Cost
 [B2101 San Diego, CA San Diego | Is Local Al 0
01022017 |
Method of Transporiation: s Embark Lodging Tax:
! Duty Day [TP - Gowt. Proc. Plane v . B
Lodging Type:
Amival Location (Clck to eai) 4
Arrival Date: [f7034 Houston, TX_Harris ]
01022017 _J‘ Reason for Stop:
[MC - Mission Complete v Meals Type: )
O Duty Day CM - Commercial Meals v Miles:
0
I Accept Leg I | Cancel Changes
3 Click Accept Changes.
COASTIE, JODY : View:  Traveler
TONO: 1217GI6PRA4YV00 Itinerary
" Trans |Duty Local? = Embark? Who Else Traveling
1T ST Reason | Day | '°L |Method | 1299118 | “peais AE% Lodging Taxes Miles
- 52101 San Diego, CA, San v "
o
12017 | ARk Diego vie NG (o] [T ||
= 77034 Houston, TX, Harmis - - :
I Accept Changes I ‘ Cancel Changes ‘ Help

Continued on next page



Flying — CONUS to CONUS, continued

Procedures,
continued
Step Action
4 Now you must add your airfare as a reimbursable expense. Click Add/Edit Trip
Expense.
View: Traveler
COASTIE, JODY Enroute PCS Travel e e
TONO: [ 1217GI6PRAGYVO00 | Proceed Date: 1/1/2017
Number of Days: 23
Type of order: | PCS | End Date: 12372017
What's Authorized Itinerary Constructed Itinerary Reimbursables
Date Description Claimed
Add / Edit Trip Expenses
Back Exceptions O ional: Accept Changes Cancel Help

5 Make sure you add the airfare expenses for both you and your dependent(s), as
well as the AdTrav Fee. When finished, click Accept Changes.

COASTIE, JODY Reimbursable Expenses viewe Trver
TONO: 1217G96PRA4YV0D0 p
Date Description Claimed Dep?
1w2rmrs AIRFARE-TRAIN-BUS EXPEMSE 22200 |:| Edit Delete
16212017 AlRFARE-TRAIN-BUS EXPENSE 222.00 E Edit Delete
1022017 SATO-CTC-TMC 5VC PROC FEE 22.00 |:| Edit Delete
Was any airfare paid by a member's travel card. If paid by Government Account, do not enter
the airfare Add Expense
Accept Changes Cancel Changes Help

Continue with the rest of your claim. Ensure you have all Airfare receipts, orders
and any receipts over $75.00 scanned and attached in the Manage Images
section of TPAX. The address of the dependents at the time of receiving
orders MUST be typed into the Remarks block of the claim or DLA with
dependents and dependent travel will not be paid.




Flying — CONUS to OCONUS

Introduction This section shows how to account for a member who flew from their old
PDS (CONUS) to their new PDS (Outside the Continental US or
OCONUS).
Procedures See below.
Step Action
1 The only difference between a PCS via flight for with dependents versus without
dependents, is you select all family members on this screen before entering the
itinerary. Click Next.
COASTE J00% Enroute PCS Travel SN e
TONO: [ 1217GO6PRAAYVO00 ] Proceed Date: (122017
Number of Days: 31
Type of order: | PCS | End Date:  2/122017
What's Authorized Itinerary Constructed Itinerary Reimbursables
¥l Owner operator of POV [INo Number of cars authorized [1_|
MALT
Who Being Paid
mmmm-a)
Next Excepti (o] ional Accept Changes Cancel Help
2

When entering the Itinerary, make sure the Departure Date is the actual date
you flew. Change the Method of Transportation to TP - Government Procured

Plane. The Arrival Date should be the date you actually arrived. Click the
Arrival Location link.

COASTIE, JODY

1 View:  Traveler
Itinera
TONO: 1217GI6PRA4YV000 Y
" Trans Duty Local? = Embark? Who Else Traveling
Li= ‘ ‘ STEILT ‘ Reason ‘ Day ‘ e ‘ Method ‘ Lodging ‘ Meals AE% Lodging Taxes Miles ‘ ‘
i e Depariure Loc_atlon (click to E(.ilt,l Method of Reimbursement: Daily Ldo Cost
[B2101 San Diego, CA, San Diego Is Local ~ i}
01022017 E
Method of Transportation:
i Mlis Embark Lodging Tax:
W puty Day [TP - Govt. Proc. Plane ]
Lodging Type: 0
Arrival Location (click to edit e
Arrival Date: Q. JOINT REGIOM MARIANAS A )
D9/032017 | rResson for Siop
|MC- Mission Complete W | Meals Type: M&IE: 87.00
O Duty Day CM - Commercial Mesls ~ Miles:
a
Accept Leg ‘ ‘ Cancel Changes

Continued on next page



Flying — CONUS to OCONUS, continued

Procedures,
continued
Step Action
3 When selecting territories or foreign countries, type out the full name of the

locality, then use the drop-down to find the county/locality in which the PDS is
located. If you do not find the exact one, select OTHER. Then click Accept.

Arrive Location for this leg of travel
COLIntW [ State. coovs oo Zip Code f City:
| [ETNY | | |
[Guam v] | ]
County / Locality:
[JOINT REGION MARIANAS AFBEM:|
I JOINT REGIOMN MARIANAS AF vl
Accept Cancel

In the Reason for Stop, select MC - Mission Complete if this if your final
destination. Check the Is Embark box since you will be flying over the ocean.

When finished, click Accept Leg.

COASTIE, JODY 1 View:  Traveler
TONO: 1217GI6PRA4YV000 Itlnerary
h " Trans Duty Local? 1qi Embark? Who Else Traveling
“L ‘M‘M‘IDL‘W‘ ‘ Meals AE% Lodging Taxes Miles “
Departure Date Departure Lot.:atlon {click to e‘?ht,: Method of Reimbursement: Daily Ldg Cost
- [32101 San Diego. CA, San Diego Iz Local s o
01022017 j — .
e ransportation:
e l1s Embark Lodging Tax:
Wouwypsy  [TP-Govt Proc Plane v
Lodging Type: a
Agrival Location (click to edit) >
Artival Date: [5G, JOINT REGION MARIANAS A |
Dmmo0iT |id Reason for Stop
| MC - Mission Complete i | Mesls Type:  MEIE 57.00
| Duty Day CM - Commercial Mesls ~ Miles:
a

I Accept Leg I ‘ Cancel Changes

Continued on next page



Flying — CONUS to OCONUS, continued

Procedures,
continued

Step Action
5 Review your itinerary and if correct, click Accept changes and continue with

the rest of your claim.

COASTIE, JODY X
TONO: 1217G96PRA4YVO0D Itinerary

View:  Traveler

. Trans |Duty Local? _ Embark? Wheo Else Traveling
Rl TETIT Reason| Day | '°L | Method| -°99""| “peais AE% Lodging Taxes Miles
92101 San Diego, CA, San
122017 | DEP Diego L A = Edit |
132017 | ARR GQ, JOINT REGION MC e NLG [0 ][oo0 o000 ] |Insert
MARIANAS AFBMNAY

Help

I Accept Changes I ‘ Cancel Changes

Ensure you have all Airfare receipts, orders and any receipts over $75.00
scanned and attached in the Manage Images section of TPAX. The address of
the dependents at the time of receiving orders MUST be typed into the
Remarks block of the claim or DLA with dependents and dependent travel

will not be paid.




Flying — OCONUS to OCONUS

Introduction

This section shows how to account for a member who flew from their old

PDS (OCONUS) to their new PDS (OCONUS).

Procedures See below.
Step Action
1 The only difference between a PCS via flight for with dependents versus without
dependents, is you select all family members on this screen before entering the
itinerary.
View:  Traveler
COASTE J00% Enroute PCS Travel “
TONO: [ 1217GS6PRAAYVO00 ] Proceed Date:  |FZ11
Number of Days: 31
Type of order: | PCS | End Date: 2/172017
What's Authorized Itinerary Constructed Itinerary Reimbursables
¥l Owner operator of POV [INo Number of cars authorized
MALT
Who Being Paid
JODY (Member|
T AERICA Spume)
Next Excepti O ional Accept Changes Cancel Help

Continued on next page



Flying — OCONUS to OCONUS, continued

Procedures,
continued

Step Action

2 When flying OCONUS to OCONUS, make sure you select TP — Govt. Proc.
Plane for your Method of Transportation, NOT CP for Commercial Plane. Also
make sure and check the Is Embark box since you will be flying over the ocean.
When finished, click Accept Leg.

COASTIE, JODY 1 View:  Traveler
TONO: 1217G96PRA4YVO0D Itlnerary
" Trans Duty Local? = Embark? Who Else Traveling
10z ‘ ‘ STENCET ‘ Reason ‘ Day ‘ e ‘ Method Lodging ‘ Meals AE% Lodging Taxes Miles ‘ ‘
Departure Date Depar_ture L.ocatlon [C“CF to edit) Method of Reimbursement: Daily Ldg Cost
oy ESB': Kodiak, AK, Kodiak Island B... Is Local ~ i}
01/04/2017 |25
Method of Transporiation: .
= ™1 1s Embark Lodging Tax:
Mlpuypsy  [IF - Gevt Proc. Plane M |
Lodging Type: g
Aurival Location (click to edit) A
Arival Date: [BE&13 Honolulu, HI HAWAI, Honal.... |
01042017 | Feasonfor Stop
[MC - Missien Complete v] Meals Type:
O Duty Day CM - Commercial Meals ¥ Miles:
a
I Accept Leg I ‘ Cancel Changes

You’ll need to add your airfare and AdTrav fee as reimbursable expenses. Ensure
you have all Airfare receipts, orders and any receipts over $75.00 scanned and
attached in the Manage Images section of TPAX. The address of the
dependents at the time of receiving orders MUST be typed into the Remarks
block of the claim or DLA with dependents and dependent travel will not be
paid.




Flying — OCONUS to CONUS

Introduction

This section shows how to account for a member who flew from their old

PDS (OCONUS) to their new PDS (CONUS).

Procedures See below.

Step

Action

1

The only difference between a PCS via flight for with dependents versus without
dependents, is you select all family members on this screen before entering the

itinerary.
View: Traveler
A BOX Enroute PCS Travel
TONO: [ 1217G96PRAAYVO00 ] Proceed Date: 1272017
Number of Days: 31
Type of order: | PCS | End Date: 2/172017
What's Authorized Itinerary Constructed Itinerary Reimbursables
¥l Owner operator of POV [INo Number of cars authorized

MALT
Who Being Paid
JODY

CAPTA MAERICA Spovse)

Accept Changes Cancel Help

Continued on next page



Flying — OCONUS to CONUS, continued

Procedures,
continued

Step Action

2 When flying OCONUS to CONUS, make sure you select TP — Govt. Proc.
Plane for your Method of Transportation, NOT CP for Commercial Plane. Also
make sure and check the Is Embark box since you will be flying over the ocean.
When finished, click Accept Leg.

COASTIE, JODY 1 View:  Traveler
TONO: 1217G96PRA4YV000 Itlnerary
" Trans Duty Local? " Embark? Who Else Traveling
Date ‘ ‘ Location ‘ Reason ‘ Day ‘ ot ‘ Method ‘ e ‘ Meals AE% Lodging Taxes Miles ‘ ‘
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
.o [B6513 Honolulu, HI HAWAI, Honol.... | Iz Local hd o
01/04/2017 |28
Method of Transportafion: =
5 El Iz Embark Lodging Tax:
WDutyDay  |LIP-Govt. Proc. Plane ~
Lodging Type: o
Arival Location (click to edit) e
Agrival Date: 4501 Alameda, CA, Alameda |
1042017 |4 Feason for Stop:
[MC - Mission Complete v| Meals Type:
[ Duty Day CM - Commercial Meals v Miles:
0
I Accept Leg I ‘ Cancel Changes

You’ll need to add your airfare and AdTrav fee as reimbursable expenses. Ensure
you have all Airfare receipts, orders and any receipts over $75.00 scanned and
attached in the Manage Images section of TPAX. The address of the
dependents at the time of receiving orders MUST be typed into the Remarks
block of the claim or DLA with dependents and dependent travel will not be
paid.




Home to 15t PDS (Cadets) or Direct Commission

Introduction This section shows how to account for a member who is going from their
home to their first duty station (CG Academy).

Procedures See below.
Step Action
1 Enter your home address at your new PDS. Then click Next.
PENGUIN, PETER View: Traveler
TONO: 1217G851STDTY000 Settlement Request
Type of order: | PCS | Covered from: to:
Type of Setflement | Partial ~ | Type of Partial: | Nota Partial £
Remit To Transactions Entitlements Computations Financial Remarks

* Address 1 |15 MOHEGAN AVE

Address 2:

* City: [NEW LONDON

*Country/State: | CT CONNECTICUT ¥
*
Zip: fossze ]
I L I ‘ Lo mmr= ‘ | Receipts H SAVE H Cancel H Help |

2 Leave the default as Enroute PCS Travel, then click Add This Entitlement.

PENGUIN, PETER View: Traveler
TONO: 1217G851STDTY000 Settlement ReqUESt
Type of order: | PCS | Covered from: 1/10/2017 to: 1/10/2017
Type of Settlement | Partial “ | Type of Partial:  Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed [] Effective Date:
[ ] Entitlement Type | Dates Encompassed [ saws [ []]
| Enroute PCS Travel v| | <=Add This Entitiement
‘ Back ‘ ‘ Next ‘ | Manage Images ‘ ‘ Receipts ‘ | SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

Continued on next page



Home to 1st PDS (Cadets) or Direct Commission, Continued

Procedures,
continued
Step Action
3 Select all family members since they are traveling together in the same POV.

Then click Next.

View:  Traveler
CENGUM, FETCR Enroute PCS Travel
. [t 7
TONO: [ 1217GB51STDTY000 ] Proceed Date: |1/10201
Number of Days: 1
Type of order: | PCS | End Date:  1/102017
What's Authorized Itinerary Reimbursables
&l Owner operator of POV [INo Number of cars authorized [T ]
MALT
Who Being Paid
PETER (Member)
e
Next Accept Changes Cancel Help

Enter in the itinerary. Members can either drive, fly, take a train or bus. When

finished, click Accept Leg.

PENGUIN, PETER

1 View:  Traveler
TONO: 1217G851 STOTY000 Itlnerary
. Trans Duty Local? = Embark? Who Else Traveling
m“m‘m‘m"m‘m‘m‘mm AE% Lodging Taxes Miles H
Departure Date Departure Location (click to edit) Method of Reimbursement: Dily Ldg Cost
[20108 Manassas, VA Manassas [lis Local v 0
oozt
Method of Transportation:
- = s Embark Lodging Tax:
] outy Dy [PA - Private Auto M
Lodging Type: a
Arival Location (click to edit) >
Arrival Date: [P8320 United States Coast Guard....
01102017 |od| Reason for Stop:
|MC - Missicn Complete hd | Meals Type:
| Duty Day CM - Commercial Mealz L] Miles:
381
I Accept Leg I ‘ Cancel Changes

Continued on next page



Home to 1st PDS (Cadets) or Direct Commission, Continued

Procedures,
continued

Step Action

5 Once you have input the itinerary and reimbursable expenses, check the
Computations tab for accuracy.

PENGUIN, PETER em View: Traveler
TONQ: 1217GE51 STDTY000 settl ent RequeSt
Type of order: | PCS | Covered from: 1/10/2017 to: 1/10/2017
Type of Settlement | Partial | Type of Partial: Mot a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitlement
Duserpier i Deductions
Memb/Emp PCS Per Diem 142.00 .
Partial Payments
Memb/Emp MALT 72.30
Dep Per Diem 106.50 Amount Payable
Advances 0.00
Method of Payment | IEEE T I - |
Due Empioyee
Spli Payment
Aj Ad .
ool | Computed Split 0.00
Enter amount in Split Payment fisld to pay
GTCC
This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed
| Back ‘ ‘ Mext ‘ | Manage Images ‘ ‘ Receipts ‘ ‘ SAVE ‘ ‘ Cancel | ‘ Help ‘

Continue with the rest of your claim. Ensure you have all orders and any receipts
over $75.00 scanned and attached in the Manage Images section of TPAX. The
address of the dependents at the time of receiving orders MUST be typed
into the Remarks block of the claim or DLA with dependents and dependent
travel will not be paid.




Mixed Mode — Alaska Ferry with POV

Introduction

This section shows how to account for a member who uses more than one
method of transportation to PCS Transfer. In this scenario, the member
drove from their old PDS in Mobile, AL to Bellingham, WA. There they
met the ferry which took them to their new PDS in Kodiak, AK.

Procedures See below.

Step

Action

1 Leave the default as Enroute PCS Travel, then click Add This Entitlement.

PENGUIN, PETER
TOMNO: 1217G851 STDTY000

Traveler

Settlement Request View:

Type of order: | PCS | Covered from: 21312017 to: 220/2017
Type of Settlement | Pariial “ Type of Partial: | Mot a Partial W
Remit To Transactions Entitlements Computations Financial Remarks

Travel Not Performed: []

Effective Date:

| | Entitlement Type

| Dates Encompassed |Status||||

| Enroute PCS Travel

V] | <= Add This Entitlement

‘ Back H Next ‘ | Manage Images ‘

‘ Receipts H SAVE H Cancel H Help |

Continued on next page



Mixed Mode — Alaska Ferry with POV, Continued

Procedures,
continued
Step Action
2 | Check Owner operator of POV, enter the Number of cars authorized (in this

case will be 2) and select Who is being paid (travelers). Then click Next.

View: Traveler |
[PENGUIN, PETER Enroute PCS Travel
. 2[3R017
TONO: [ 1217G851STDTY000 ] Proceed Date: '
Number of Days: 18
Type of order: | PCS | End Date: 21202017
What's Authorized Itinerary Reimbursables
&) Owner operator of POV CINo Number of cars authorized
MALT

Who Being Paid

PATIY PENGUN o)

Unselect All

E Accept Changes Cancel Help

Enter your first leg of travel showing the drive to Bellingham, WA. Select AT to
signify awaiting transportation on the Alaskan Ferry. Click Accept Leg.

PENGUIN, PETER 1 View:  Traveler
TONO: 1215G35M2M100000 Itlnerary
D 1 - Trans Duty Local? Lodgi Embark? ‘Who Else Traveling
“ ‘M‘M‘IDL‘W‘ ‘ Meals AE% Lodging Taxes Miles “
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
= G606 hobile, AL, Mobile e Locat LDP - Lodging Plus it a
Tl Bpe—
Method of Transportation: .
- = |:| Iz Embark Lodging Tax:
M Duty Day [P4 - Private Auto v
Lodging Type: 0
Amival Location (click to edit) A
Arrival Date: [8225 Beliingham, WA, Whatcom
0212017 ﬁ Reason for Stop:
[AT - Awaiting Transportation w| Meals Type:
[ Duty Day CM - Commercial Mesls v Miles:
2802
I Accept Leg I ‘ Cancel Changes

Continued on next page



Mixed Mode — Alaska Ferry with POV, Continued

Procedures,
continued

Step

Action

4

Enter the next leg of travel and arrival date to your destination in Alaska. Use AF
to designate the Alaska Marine Highway System (AMHS). The Departure and
Arrival dates for the Ferry MUST match the Alaska Marine Highway lItinerary
exactly. PPC cannot process an AMHS claim without the itinerary attached. The Is
Embark box will be automatically checked by TPAX. When finished, click
Accept Leg.

PENGUIN, PETER 1 View: Traveler
TONO: 1215G85M2M100000 Itlnerary
. Trans |Duty Local? o Embark? Who Else Traveling
25 STENTET Reason | Day | 'OL | Methoa| 129910 | “yeais AE% Lodging Taxes Miles
2207 DEP 36606 Mobile, AL Mobile PA 7
R0 |aRR|  SSBeligremWA |
- ‘Whatcom LoP =
Departure Date Departure Location (click to edit) O Method of Reimbursement: Daily Ldg Cost
L b L Iz Local v 0
02112017 j
Method of Transportation: s Ermbaric e T
I s Emba I :
[ outy Day [AF - Alsskan Femy System v z
Lodging Type:
Arrival Location (click to edit) v
Arrival Date: 9615 Kodiak, AK ALASKA Kodiak....
02152017 j rteason for Stop: |
MC - Mission Complete e Meals Type:
O Duty Day CM - Commercial Meals ~ Miles:
0
I Accept Leg I ‘ Cancel Changes

Review the itinerary and if correct, click Accept Changes.

PENGUIN, PETER 5 P ——
TONO: 1215GE5M2M100000 Itinerary

¥ Trans | Duty Local? | Embark? Who Else Traveling
s LEEIrET Reason | Day | '° |Method | “°99"8 | “Meals AE% Lodging Taxes Miles

36606 Mobile, AL, Mobils v ]
232017 1DEP | "ganoc Bellingham, WA, PA . . _ Edit |5
211/2017 | ARR Whatoom AT LDP [0 J[oo0 [ om0 |[2802] |insert

98225 Bellingham, WA,
2112017 | DEP Whatcom AF Edit |5
21152017 | ARR | 99615 Kodiak, AK, Kodisk lsland | MG NLG Y | [D[om [ 000 [0 | |mnset

Borough
I Accept Changes I ‘ Cancel Changes ‘ Help

Continued on next page



Mixed Mode — Alaska Ferry with POV, Continued

Procedures,
continued
Step Action
6 | Click Calcs to view the daily breakdown.
PENGUIN, PETER View: Traveler
TONO: 1217G851STDTY000 Settlement ReqUESt
Type of order: | PCS | Covered from: 2132017 to: 2/120/2017
Type of Settlement | Partial ~ | Type of Partial: Mot a Partial v
Remit To Transactions Entrtlements\ Computations Financial Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit| Enroute PCS Travel ZIF21T-2N 42T “alidated Data DeletejCalcs fComp
DLA v | ‘ <= Add This Entitlement ‘
‘ Back H Next ‘ ‘ Manage Images ‘ ‘ Receipts ‘ | SAVE | ‘ Cancel ‘ | Help ‘

The member is authorized 8 travel days based on 2802 miles and 4 days on the
Ferry. Review the daily expenses, then click Done.

PENGUIN, PETER : View: Traveler
TONO: 1215G85M2MA00000 Daily Expenses
Done
Date % 290 | M&E | Br | Ln | Dn |Lodg | Break| Lunch| Dinner | Incat| MEE | Total JLodoing) v,
02m3| FP .00 | 24850 | 0.00
02m4| FR 000 | 24850 | 0.00
02ms| FR 0.00 | 24850 | o.oo
028 | FP 0.00 | 24850 | 0.00
0207 | FP 0.00 | 24850 | 0.00
02ms| FP 000 | 24850 | 0.00
02ms| FP 0.00 | 24850 | o.oo
02r10| FP 0.00 | 24850 | o.00
02i11| AF 7400 | 12850 | 0.00
02i12| AF 7400 | 12850 | 0.00
02113| AF 7400 | 12850 | 0.00
02r14| AF 7400 | 12850 | 0.00
02/15| LDP | 100.00| 51.00|CM|CM| CM| 0.00 Partisl | Day | 6075 | 10631 | 0.00
Total |261231| 0.00

Continued on next page



Mixed Mode — Alaska Ferry with POV, Continued

Procedures,
continued
Step Action
8 | Once the DLA is added, check the Computations tab for accuracy. Apply

Advances if necessary and continue with the rest of your claim.

PENGUIN, PETER View: Traveler
TONO: 1215G85M2M100000 setue'nent Req UESt

Type of order: | PCS | Covered from: 20312017 to: 2/20/2017
Type of Settlement | Partisl | Type of Partial: | Not a Partial “
Remit To Transacticns Entitlements Computations Financial Remarks
Total Entitlement
o o Deductions
Memb/Emp PCS Per Diem 1,452.75 .
Partial Payments
MembEmp MALT 532.33
Des Per Diem 1,110.58 Amount Payable
Deg. MALT 532.28 Advances
DLA 2,113.50
Method of Payment | IEEIE T N - | Due Employee
Split Payment 0.00
Computed Split 0.00

I Enter amount in Split Payment fisld to pay

Al Advances
I - GTCC

This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed

‘ Back H Mext | ‘ Manage Images ‘ | Receipts H SAVE H Cancel H Help ‘

Don’t forget to add all Reimbursable expenses including: Ferry receipts, tolls and
any receipts for claimed items over $75.00. Use the Manage Images function to
attach them to your claim along with the Alaska Marine Highway Itinerary. The
address of the dependents at the time of receiving orders MUST be typed into
the Remarks block of the claim or DLA with dependents and dependent
travel will not be paid.




Mixed Mode — Alaska Ferry with POV Shipment

Introduction

This section shows how to account for a member who uses more than one
method of transportation to PCS Transfer. In this scenario, the member
completed a PCS to Alaska with two POVs. They shipped one vehicle and

drove the other one.

Procedures See below.
Step Action
1 The Ship POV box must be checked on the What’s Authorized tab.
PENGUIN, PETER Travel Order View: Traveler
" Grade/Rank " Order Number(s) * Type of Order
E2 v 1217G851STDTY000 £ES 2
Description ~ What's Authorized Dependents  Remarks
One Emergency TLE
DLA [With Dependents v] [ Proceed Time (] separate COT Travel
Household Goods [None V]
Back Next Save Cancel Help

Leave the default as Enroute PCS Travel, then click Add This Entitlement.

PENGUIN, PETER View: Traveler

TONC: 1217GE51 STDTY000 Settlement RequeSt

Type of order: | PCS | Covered from: 21312017 to: 22042017

Type of Settlement | Pariial | Type of Partial: | Nota Partial v

Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed: [] Effective Date:
| | Entitlement Type | Dates Encompassed | Status | | | |
| Enroute PCS Travel v | | < Add This Entitiement
‘ Back ‘ ‘ MNext ‘ ‘ Manage Images ‘ ‘ Receipts ‘ ‘ SAVE ‘ ‘ Cancel ‘ | Help ‘

Continued on next page



Mixed Mode — Alaska Ferry with POV Shipment, Continued

Procedures,
continued
Step Action
3 Check Owner operator of POV, enter the Number of cars authorized (in this

case 2, since you’re driving both to the shipping location) and select Who is

being paid (travelers). Then click Next.

View:  Traveler]|

NGNS, EEIER Enroute PCS Travel
. 7
TONO: [ 1217GB51STDIY000 ] Proceed Date: (2
Number of Days: 18
Type of order: | PCS | End Date: 21202017
What's Authorized Itinerary Reimbursables
] Owner operator of POV [INo Number of cars authorized
MALT
Who Being Paid
PETER (Member)
ATy SESMG (Spouse
Next Accept Changes Cancel Help

Enter the first leg of travel from your old PDS to the vehicle drop off. Select DV-
Drop Off Vehicle at Vehicle Port as your Reason for Stop. Then click Accept

Leg.

PENGUIN, PETER 1 View: Traveler
TONO: 1217GE515TDTY000 Itlnerary
" Trans Duty Local? Locipe Embark? Who Else Traveling
“ ‘M‘M‘IDL‘W‘ ‘ Meals AE% Lodging Taxes Miles “
Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
Departure Date
= EBEDS hobile, AL, Mobile D I= Local LDP - Lodging Plus e 0
gamszonT E Method of T riati
ransportation:
- = [ Embark Lodging Tax:
W Duty Day [P - Private Auto v]
Lodging Type: o
Aurival Location (click to edit) he
Arival Date [Dalias-Fort Worth Intl Aprt, T Tarr._
020052017 E Reason for Stop:
[Dv - Drop Off Wehicle at Vehicle F v | Mesals Type:
[ Duty Day CM - Commercial Meals ~ Miles:
802
I Accept Leg |I ‘ Cancel Changes

Continued on next page



Mixed Mode — Alaska Ferry with POV Shipment, Continued

Procedures,
continued

Step Action
5 Now enter the drive to Bellingham, WA to meet the ferry. Then click Accept
Leg.

PENGUIN, PETER 1 View:  Traveler
TONO: 1217G851 STOTY 000 Itlnerary
- Trans | Duty Local? - | Embark? ‘Who Else Traveling
R =z Reason| Day | '°" | Method| “°9%"8 | “mMeals AE% Lodging Taxes Miles
o [ven | M AL, | |
252017 |ARR o ! ov e | Mo I | | N5
Departure Date Departure Lf:catlon (click to edit) Method of Rélmbulsement Daily Ldg Cost
I Jallas-Fort Worth Intl Aprt, T Tarr D I= Local LDP - Lodging Plus hd 0
02/052017 2]
Method of Transportation: [ Lodging Tax:
[outypsy  |PA- Private Auto v
Lodging Type: 0
Arrival Location (click to edit) e
Arrival Date: 58225 Bellingham, Wa, Whatcom
02102017 E] Reason for Stop:
[AT - awaiting Transportation v Meals Type:
[ Duty Day CM - Commercial Meals v Miles:
2265
AcceptLeg Cancel Changes

6 Enter the final leg of travel and arrival date to your destination in Alaska. Use
AF to designate the Alaska Marine Highway System (AMHS). The Departure
and Arrival dates for the Ferry MUST match the Alaska Marine Highway
Itinerary exactly. PPC cannot process an AMHS claim without the itinerary
attached. The Is Embark box will be automatically checked by TPAX. When
finished, click Accept Leg.

PENGUIN, PETER " T
TONO: 1217G8515TDTY000 |tlnerary
- Trans |Duty Local? .| Embark? ‘Who Else Traveling
Dot i Reason| Day | '°= |Method|"°%"9 “Meals | AE% Lodging Taxes Miles
- 36608 Mobile, AL, Mobile
2132017 DEP N PA v
A Dallas-Fort Worth Intl Aprt, TX .
252017 | ARR Tamant prt. DV P | NG [0 J[Cooo J[Cooo J[e02]
Dallas-Fort Worth Intl Aprt, TX,
252017 DEP Tarrant PA
2110/2017 |ARR 98225 Bellingham, WA, AT LDP [0 ][Coo0 000 |[2265]
Whatcom
Departure Date Departure }OCSTIDH (click to edit) Method of Reimbursement: Daily Ldg Cost
~— 8225 Bellingham, WA Whatcom | s Local v 0
02102017 |
Method of Ti rtation:
© EEpoesn ¥ Is Embark Lodging Tax:
Olouty Day [AF - Alaskan Femy System v]
Lodging Type L
Arrival Location (click to edit) ¥
Arrival Date: 3501 Anchorage, AK ALASKA. An...|
A;ﬂ' Reason for Stop
[MC - Mission Complete v] Meals Type:
O Duty Day CM - Commercial Meals (v Miles:
0
I Accept Leg I | Cancel Changes

Continued on next page



Mixed

Mode — Alaska Ferry with POV Shipment, Continued

Procedures,

continued

Step Action
7 Review the itinerary and if correct, click Accept Changes.
PENGUIN, PETER Itinerary View: Traveler

TONC: 12176851 STDTY000

- Trans |Duty Local? = Embark? Wheo Else Traveling
25 LEEIET Reason | Day | 'O |mMethod | 229919 | “peas AE% Lodging Taxes Miles

38508 Mokile, AL, Mobile )
2317 | DEP Pa | o Edit
250017 |ARR | DalesToromn nd AP TX. | gy lop | NG | Insert | P

Dallas-Fort Worth Intl Aprt, TX,
2527 | DEP Tarrant PA Edit | ogy
2102017 | ARR 93225 Bellingham, WA, AT LDP o] 2265 Insert
‘Whatcom

93225 Bellingham, WA,
2102017 | DEP Whatzom AF 7 Edit |5
21142017 | ARR 99501 Anchorage, AK, MG NLG ] o7 |mnset

Anchorage Borough
I Accept Changes I ‘ Cancel Changes ‘ Help ‘

Next you are going to add the itinerary to pick up your vehicle you shipped.
Make sure Pick Up Vehicle at Port is showing, then select Add This
Entitlement.

PENGUIN, PETER View: Traveler
TONO: 1217GE51 5TDTY000 Setﬂement ReqUESt

Type of order: | PCS | Covered from: 21372017 to: 212002017
Type of Settlement | Partial | Type of Partial: | Nota Partial v
Remit To Transactions Entltlements“ Computations Financial Remarks

Travel Not Performed Effective Date:

Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel 3N T-2M 2T “alidated Data Delete | Calcs | Comp
| Pick Up venicle at Port v| | <= AdaThis Entitiement
‘ Back || Next ‘ ‘ Manage Images ‘ Receipts ‘ ‘ SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

Continued on next page



Mixed Mode — Alaska Ferry with POV Shipment, Continued

Procedures,
continued

Step Action

9 Enter the itinerary to show your travel to the vehicle pick up location. Make sure
you select PV — Pick Up Vehicle at Vehicle Port for the Reason for Stop, then
click Accept Leg.

PENGUIN, PETER . ——
TONO: 1217G851STDTY000 Itinerary e veler

Trans Duty Local? Embark?
Dlhl‘Loelﬁonln ‘Mlullllll|ww|lll AE% Lodging Taxes Miles |‘
i lick i f Re = i
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
s  [09501 Anchorage. AK ALASKA_An Is Local LDP - Lodging Plus v 0
0272017 | o :
.° = fon [Jis Embark Lodging Tax:
] Duty Day PA - Private Auto v] .
Lodging Type:
Amival Location (click 1o edit) s
Arrival Date: [Fairbanks. AK ALASKA Fairbanks...
02/1772017 |usl Reason for Stop
[PV - Pick Up Vehicle at Vehicle P v | Meals Type:
] buty Day CM - Commercial Meals v || miles:
360
I Accept Leg I | Cancel Changes |

10 | Now show your drive back to your new PDS. When finished, click Accept Leg.

IPENGUIN, PETER i View:  Traveler
[TONO: 1217G851STDTY000 Itlnerary
Trans | Duty Local? Embark?
Date Location R | Day DL Mett |L°"°“°' Meal AE% Lodging Taxes Miles
99501 Anchorage, AK,
211772017 |DEP Anchorage Borough PA v
211712017 |ARR | Fairbanks, AK. Fairbanks North | PV op | MG o o0 0.00 360
Star Borough
Departure Date De!)anure Locanor? (click to edit) Method of Reimbursement: Daily Ldg Cost
- [Fairbanks. AK. Fairbanks North Sta... [is Local ~ 0
0211772017 |
Method of Transportation
o Transpo [[J1s Embark Lodging Tax:
Clowypay  [PA-Private Auto v] Lo B
ging Type:
Amival Location (click to edit) 4
Arrival Date: EQSEII Anchorage. AK. Anchorage.
0211772017 )i Reason for Stop:
[MC - Missicn Complete ~] Meals Type:  M&IE: 114.00
[ puty Day CM - Commercial Meals. v Miles: -
I Accept Leg I [ Cancel Changes ‘

Continued on next page



Mixed Mode — Alaska Ferry with POV Shipment, Continued

Procedures,
continued
Step Action
11 | Review the itinerary. If correct, click Accept Changes.
PENGUIN, PETER 7 View:  Traveler
TONO: 1217G851STDTY000 Itl nerary -
Date Location HT"'"D“.'t”lulwlllwnuE'w AE% Lodging Taxes Miles
98501 Anchorage, AK,
2172017 | DEP _ Anchorage Borough PA v Edit | g
2172017 |ARR Falmankz‘:fKégmnksNom PV we | NG [0 J[C000 J[C000 J[360 ] |Insent
Fairbanks, AK, Fairbanks North
217017 | DEP Star Borough PA Edit Del
2172017 |ARR 99501 Anchorage, AK, MG NLG [0 ][000 ][ 000 [ 357 ] |Insert
Anchorage Borough
I i AcceplChanges ' I | Cancel Changes | | Help |
12 | Once the DLA is added, check the Computations tab for accuracy. Apply
Advances if necessary and continue with the rest of your claim.
PENGUIN, PETER View: Traveler
NG 12470851 STOTYO00 Settlement Request
Type of order: | PCS | Covered from: to:
Type of Settlement | Partial V| Type of Partial: Mot a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitlement
—Deerwen b Deductions
= e I S—
Memb/Emg MALT 54473 Amount Payable
Dep Per Diem 825.13 Advances | 0.00 |
Dep. MALT 114.38
DLA 2.113.50
Method of Payment R 2 A - | Due Empioyee
Split Payment
Computed Split 0.00
I Apply Advances I Enter amount in Split Payment field to pay
This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed
Back ” Next ‘ ‘Manaoelmaoea ‘ Receipts ” SAVE H Cancel H Help |
Don’t forget to add all Reimbursable expenses including: Ferry receipts, tolls and
any receipts for claimed items over $75.00. Use the Manage Images function to
attach them to your claim along with the Alaska Marine Highway Itinerary. Spell
out in the remarks exactly what happened. The address of the dependents at the
time of receiving orders MUST be typed into the Remarks block of the claim
or DLA with dependents and dependent travel will not be paid.




Mixed Mode — Fly/Drive to PDS

Introduction This section shows how to account for a member who uses more than one
method of transportation to PCS Transfer. In this scenario, the member
traveled from “A” school to Chicago (Home Of Record/HOR) to pick up
their family, then they drove their 2 vehicles to the new PDS.

Procedures See below.
Step Action

1 Leave the default as Enroute PCS Travel, then click Add This Entitlement.
COASTIE, JACK View: Traveler
TONO: 1217GI6PRAY4X000 Settlement ReqUESt
Type of order: | PCS | Covered from: to:
Type of Settlement | Partial | Type of Partial: | Not a Partial v

Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed [] Effective Date:
| Enroute PCS Travel v| | <=Add This Entitiement

‘ Back H Mext ‘ ‘ Manage Images ‘ ‘ Receipts H SAVE H Cancel H Help ‘

2 The member’s family cannot travel from Petaluma — only from their HOR. So the
member will select himself for travel from Petaluma to the HOR. Click Next.

View: Traveler
COASTIE, JACK Enroute PCS Travel o

] Proceed Date: 1202017

TONO: [ 1217G96PRAY4X000
Number of Days: 25

Type of order: | PCS | End Date: 2132017
What's Authorized Itinerary Reimbursables
M Owner operator of POV CINo Number of cars authorized [1__ |
MALT

Who Being Paid

JILL COASTIE (Spouse) e

JOHNNY COASTIE (Dependent)

JACKIE COASTIE (Dependent)

Next Accept Changes Cancel Help

Continued on next page



Mixed Mode — Fly/Drive to PDS, continued

Procedures,

continued

Step

Action

3

Enter the member’s first leg of travel. If the member goes on leave at this locality
enter LV — Leave, if he is taking off immediately use AT — Awaiting
Transportation. Then click Accept Leg.

COASTIE, JACK View:  Traveler
TONO: 1217G96PRAY4X000 Iﬁnerary
Trans Duty Local? Embark? Who Else Traveling
———————————————————————
5 Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
. [Petaluma USCG Tmg Ctr. CA, Son.. Is Local Ve _o ]
0172072017 _5]
Method of Transportation: 5
[is Embark Lodging Tax
) Duty Day [TP - Govt. Proc. Piane v] E]
Lodging Type:
val Location (oK To &di) CQ - Comm'l Qtrs Incidental Expense Full v
Asrival Date: [Chicago. IL. Cook ]
017202017 |uz| RReason for Stop
[LV- Leave v] Meals Type:
[ outy Day CM - Commercial Meals v Miles:
0
Who else is travelingon  [JILL COASTIE
this leg JOHNNY COASTIE
JACKIE COASTIE
I Accept Leg I | Cancel Changes |

Now enter the member’s drive back to their new PDS. When finished, click

Accept Leg.
COASTIE, JACK View:  Traveler
TONO: 1217GI6PRAY4X000 Itinerary
Trans | Duty Local? Embark? Who Else Traveling
e Fecatio R Day | 'O | Method | 22999 | “yeals AE% Lodging Taxes Miles
120017 | pep | PetEluma Ug;?n:amg G CA | p | JILLCOASTIE -
12012017 | ARR Chicago, IL. Cook Y ca [ 1Coe0 oo JC o ]
Departure Date DeParlure Location (click to edit) Method of Reimbursement: Deaily Ldg Cost
s [Chicago. IL. Cook ] | Clis Local N o
Method ation:
Sl [[J1s Embark Lodging Tax:
[Jowypsy  [PA-Private Auto v]
Lodging Type: 0
Arrival Location (chek to edi) e
Arrival Date: - [40202 Lovisville. KY. Jefferson |
021132017 fH Reason for Stop:
[MC - Mission Complete v] Meals Type:
[ outy Day CM - Commexcial Meals | || mitles
Who else is traveling on  |[JILL COASTIE
this leg’ JOHNNY COASTIE
JACKIE COASTIE

I Accept Leg I | Cancel Changes ‘

Continued on next page



Mixed Mode — Fly/Drive to PDS, continued

Procedures,
continued
Step Action
5 Review the itinerary. If correct, click Accept Changes.
COASTIE, JACK N View:  Traveler
TONO: 1217GI6PRAY4X000 Itinerary
" Trans |Duty Local? - | Embark? ‘Who Else Traveling
1A STEITE Reason | Day | 'CL | Method | 229919 | “peals AE% Lodging Taxes Miles
1202017 | DEP Petaluma USSOCHEHE‘Q Cir, CA, ™| Edt |y
12002017 | ARR Chicago, IL. Cook LV ca o [Ceoo J[ooo JCo | Insert
11232017 | DEP Chicago, IL. Cook PA Edit |,
21312017 | ARR | 40202 Louisville, KY, Jefferson | MC HLG [0 ][ o000 [ ooo J[=03 | Insert
I Accept Changes I ‘ Cancel Changes ‘ Help ‘

6 The Constructed Itinerary will show the number of miles authorized. Click Next.
SLLLE Enroute PCS Travel views - Traveler

| Proceed Date:  1/202017
Number of Days: = 25
Type of order: | PCS | End Date: 21132017

TONO: [ 1217G96PRAY4X000

What's Authorized Itinerary Constructed ltinerary Reimbursables

Duration of travel: |Greater than or equal to 24 hours W

Depart Date | Arrive Date To Location Auth. Miles | Mem GTR |Const. Dep. Date | Const. Arr. Date

1202017 21132017 | 40202 Louisville, KENTUCKY 2327 0.00

=

‘ Back ‘ Next |5 pti ||i"-= ional | |AoceptChanges

Continued on next page



Mixed Mode — Fly/Drive to PDS, continued

Procedures,
continued
Step Action
7 Add all necessary Reimbursable Expenses, then click Accept Changes.
View: Traveler
LKL S S Enroute PCS Travel
TONO: [ 1217GOPRAYAX000 | Proceed Date: 1202017
Number of Days: 25
Type of order: | PCS | End Date: 21132017
What's Authorized Itinerary Constructed Iltinerary Reimbursables
Date Description Claimed
17202017 AIRFARE-TRAIN-BUS EXPENSE 250.00
1202017 SATO-CTO-TMC SVC PROC FEE s
Add / Edit Trip Expenses
Back Exceptions Occasionals Accept Changes Cancel Help

8 Now it’s time to add the Dependents’ travel. Click Add This Entitlement.

COASTIE, JACK View: Traveler
TONGC: 1217G96PRAY4X000 setﬂement ReqUESt

Type of order: | PCS | Covered from: 1/20/2017 to: 2/13/2017
Type of Settlement | Partial ~ | Type of Partial: Neta Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date: |1/2002017
Entitlement Type Dates Encompassed Status
Edit | Enroute PGS Travel 12020 T-2M%H2017 Validated Data Delete | Cales | Comp
Enroute PCS Travel v | | <=Add This Enitlement
‘ Back H Next ‘ | Manage Images ‘ Receipts ‘ | SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

Continued on next page



Mixed

Mode — Fly/Drive to PDS, Continued

Procedures,
continued
Step Action
9 Select the rest of the family members, then click Next.
View:  Traveler
COASEE, SACK Enroute PCS Travel
2 7
TONO: [ 1217G96PRAY4X000 | Proceed Date: 120201
Number of Days: 25
Type of order: | PCS | End Date: 2132017
What's Authorized Itinerary Reimbursables
& Owner operator of POV CINo Number of cars authorized [ |
MALT
Who Being Paid
JILL COASTIE (Spouse)
JOHNNY COASTIE (Dependent)
JACKIE COASTIE (Dependent)
Next Accept Changes Cancel Help
10 | Enter the dependents’ leg of travel, then click Accept Leg.
COASTIE, JACK View:  Traveler
TONO: 1217G96PRAY4X000 Itinerary
IO A ==
5 Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
p: Date £
o [hicago. IL. Cook ] || Clis Local v 0
=017 . Method of Transportation: N
A e P~ Puvete o <] [is Embark Lodging ;'ax:
Lodging Type:
Armival Location (click to edit) ¥
Arrival Date: [£0202 Louisville. KY. Jefferson |
5 Reason for Stop
[MC - Mission Complete v Meals Type:
[J oty Day CM - Commercial Meals v || Mites:
Who else is travelingon  [Member
this leg ’
I Accept Leg I | Cancel Changes I

Continued on next page



Mixed Mode — Fly/Drive to PDS, continued

Procedures,
continued
Step Action
11 | Click Accept Changes.
COASTIE, JACK i View: Traveler
TONO: 1217G96PRAY4X000 Itlnerary
oate tocaton | s TS o [l Lotana P | pere Lo Ton® s
1/23/2017 | DEP Chicago, IL, Cook PA
2MN201T | ARR | 40202 Louisville, K, Jefferson MC

NLG

| insert| >

Edit

I Accept Changes I ‘ Cancel Changes

‘ Help ‘

12

The Constructed Itinerary for this leg only shows the miles the dependents are

authorized from the Home of Record to the new PDS. Click Accept Changes.
COASTCIACK Enroute PCS Travel '
TONO: [ 1217GI6PRAY4X000 Proceed Date: 1202017
Number of Days: 25
Type of order: I PCS End Date: 2/1372017
What's Authorized Itinerary Constructed Itinerary Reimbursables
Duration of travel [Greaterman or equal to 24 hours WV
Depart Date | Arrive Date To Location Auth. Miles
1/23/2017 2/13/2017 | 40202 Louisville, KENTUCKY 303
l Back || Next I | E ”l‘ I} | I Accept Changes Il Cancel || Help I

Continued on next page



Mixed Mode — Fly/Drive to PDS, continued

Procedures,
continued

Step Action

13 | Once the DLA is added, check the Computations tab for accuracy. Apply
Advances if necessary and continue with the rest of your claim.

COASTIE, JACK View: Traveler
TONO: 1217GI6PRAY4X000 Settlement Req UESt

Type of order: | PCS | Covered from: 1/20/2017 to: 21132017
Type of Settlement | Partial | Type of Partial: |Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitlement
B = Deductons
Memb/Emp PCS Per Diem 107.50 R
: — Partial Payments
Memb/Emp Transportation 257.75
Memb/Ema MALT 57.67 Amount Payable
Dep Per Diem 284.00 Advances
Dep. MALT 57.57
DLA 2,340.00
Due Employes
Method of Payment | Direct Deposit v Split Payment
Computed Split 0.00

Enter amount in Split Payment fisld to pay
I GTCC

I Apply Advances

This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed

| Back H Next | ‘ Manage Images ‘ | Receipts H SAVE H Cancel H Help |

Don’t forget to add all Reimbursable expenses including: Orders, tolls and any
receipts for claimed items over $75.00. Use the Manage Images function to
attach them to your claim. Spell out in the remarks exactly what happened. The
address of the dependents at the time of receiving orders MUST be typed
into the Remarks block of the claim or DLA with dependents and dependent
travel will not be paid.




Mixed Mode — Getting Married Enroute

Introduction This section shows how to account for a member who uses more than one
method of transportation to PCS Transfer. In this scenario, the member
flew from “A” School to his home of record, got married and then drove to
his new PDS with his new spouse.

Procedures See below.

Step Action
1 Enter the home address at the new PDS, then click Next.
PENGUIN, PETER View: Traveler
NG 4247G851 STOTYO00 Settlement Request
Type of order: | PCS | Covered from: to:
Type of Settlement | Partial v Type of Partial: Nota Partial v
Remit To Transactions Entitl Ci p 1] Fil i Remarks
* Address 1: [1234 PUGET SOUND WAY
Address 2:
* City: |SEATTLE
* Countn’rfstate: WA WASHINGTON (vl
I Zip: | ]
I Next I [ Manage Images [ Receipts | SAVE ‘ Cancel ” Help

2 Leave the default as Enroute PCS Travel, then click Add This Entitlement.

PENGUIN, PETER

View: Traveler

TONC: 1217GE51 STDTY000 Setﬂement RequeSt

Type of order: | PCS | Covered from: 21072017 to: 212042017

Type of Settlement | Pariial | Type of Partial: | Nota Partial v

Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed: [] Effective Date:
| Enroute PCS Travel v | <= Add This Entitlement
‘ Back ‘ ‘ MNext ‘ ‘ Manage Images ‘ ‘ Receipts ‘ ‘ SAVE ‘ ‘ Cancel ‘ | Help ‘

Continued on next page



Mixed Mode — Getting Married Enroute, Continued

Procedures,
continued
Step Action
3 Make sure Owner operator of POV is checked, only 1 car authorized and

select ONLY the member. Then click Next.

View: Traveler
NGRS Enroute PCS Travel
. 210017
TONO: [ 7217G851STDTY000 ] Rrocond Bt
Number of Days: 1
Type of order: | PCS | End Date: 27202017
What's Authorized Itinerary Reimbursables
W] Owner operator of POV [CINo Number of cars authorized E
MALT
Who Being Paid
PATTY pEl:lelJ.iN (Spouse) I o] |
Next Accept Changes Cancel Help

This member flew from Petaluma USCG TRACEN on 2/10/17 by TP-Govt.
Proc. Plane to Portland, OR. Select LV-Leave for the reason for stop. Then

click Accept Leg.
PENGUIN, PETER View:  Traveler
TONO: 1217G851STDTY000 lﬂnerary
Location sl (o= Eocali) Embark? Who Else Traveling
Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
Departure Dats
P e [Fetaluma USCG Tmg Clr_CA, Son__] s Local =
21102017 =
Method of Transportation: Clis o S
W1 outy Day [TP- Govt Proc. Plane 2 Emba .
Lodging Type:
Arrival Location (click to edit) CQ - Comm'l Qtrs Incidental Expense Full ~

Amival Date: [Portiand. OR. Muttnomah
02102017 || Reason for Stop

[LV-Leave v] Meals Type:
O Duty Day CM - Commercial Meals v Miles:

Who else is travelingon  [PATTY PENGUIN
this leg:

I Accept Leg I ‘ Cancel Changes

Continued on next page



Mixed Mode — Getting Married Enroute, Continued

Procedures,
continued

Step Action
5 The member got married while on leave in Portland, OR, then drove to his new
PDS with his spouse. Enter the itinerary, then click Accept Leg.
PENGUIN, PETER i View:  Traveler
TONO: 1217G851STDTY000 Iunerary
- Trans | Duty Local? Embark? | Who Else Traveling
35 e Mm'ulwm'm AE% Lodging Taxes Miles
2102017 | pep | PERMMRUSCETMOCHCA, | rp | [PATTY PENGUN |
2102017 |ARR|  oowerd"OR Multnomsh Lv ca [ ][ooo J[ooo JC o ]
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
s [Porliand. OR. Multnomah ] §| Clis Loca e L
021182017 s - —
paeod of Transcnsion: [[]1s Embark Lodging Tax
(lowypay  [PA-Private Auto v] 0
Lodging Type:
Amval Location (click to edit) e
Asrival Date: [EB134 Seattie_WaA_King ]
[pr202017 | Reasonfor Siop
[MC - Mission Complete v Meals Type:
[ puty Day CM - Commercial Meals v || Miles:
171
Who else is travelingon  [PATTY PENGUIN
this leg
I Accept Leg I ‘ Cancel Changes |
6 Select Accept Changes.
PENGUIN, PETER : View:  Traveler
TONO: 1217G851STDTY000 Itinerary
" Trans |Duty Local? = Embark? Who Else Traveling
25 LTEIET Reason| Day | '°L |Method |2981M8 | “geai AE% Lodging Taxes Miles
anonot7T | pep | PEEUME USEO(;SJ;"Q Crnea | p | M Edit | by
202017 | ARR | portiang, OR, Multnomah L ca ] [0 ] |insert
2162017 |DEP | Portland, OR, Multnomah PA Edit | g
220207 | ARR 95134 Seattle, WA, King MC NLG [0 J[o00 [ 000 | Insert
I Accept Changes I ‘ Cancel Changes ‘ ‘ Help ‘

Continued on next page



Mixed Mode — Getting Married Enroute, Continued

Procedures,
continued
Step Action
7 The Constructed Itinerary tab will show how many miles are authorized for this

PCS. Click Next.

View:  Traveler
EENGUB, EETER Enroute PCS Travel
. 21102017
TONO: [ 1217GB51STDTY000 ] Gfocesd Date:
Number of Days: 1
Type of order: | PCS | End Date: 2202017
What's Authorized Itinerary Constructed Itinerary Reimbursables
Duration of travel: [Greater than or equal to 24 hours
Depart Date | Arrive Date To Location Auth. Miles | Mem GTR | Const. Dep. Date | Const. Arr. Date
2/1012017 2202017 | 98134 Seattle, WASHINGTON 819 0.00
Back I Next I I E || O | | Accept Changes | Cancel ” Help I

Add any Reimbursable Expenses, then click Accept Changes.

PENGUIN, PETER

Enroute PCS Travel

TONO: [ 1217G851STDTY000 |

Proceed Date: 2/102017

Number of Days: 1

Type of order: | PCS | End Date: 20202017
What's Authorized Itinerary Constructed Hinerary Reimbursables
Date Description Claimed
2102017 AIRFARE-TRAIN-BUS EXPENSE 202.00
2102017 SATO-CTO-TMC SVC PROC FEE 12.00
Add / Edit Trip Expenses
Back Exceptions Occasionals Accept Changes Cancel Help

Continued on next page



Mixed Mode — Getting Married Enroute, Continued

Procedures,
continued

Step

Action

9 Now, you will need to enter the spouse’s itinerary. Leave the default as Enroute
PCS Travel and then click Add This Entitlement.

PENGUIN, PETER

View: Traveler
TONO: 1217G8515TDTY000 Settlement ReqUESt
Type of order: | PCS | Covered from: 201002017 to: 212002017
Type of Settlement | Partial “| Type of Partial: | Not a Partial v
Remit To Transactions Entitlements Computations Financial Remarks

Travel Not Perfaormed

Effective Date:

Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel 227222 T “alidated Data Drelete | Cales | Comp
| Enroute PCS Travel vl <= Add This Entitlement
‘ Back H Next ‘ | Manage Images ‘ ‘ Receipts H SAVE H Cancel H Help ‘
10 | Uncheck Owner Operator of POV and click Next.
View: Traveler
FENGUN, FETER Enroute PCS Travel
- 2102017
TONO: [ 1217G851STDTY000 ] Proceed Date: [
Number of Days: 1
Type of order: | PCS | End Date: 2202017
What's Authorized Itinerary Reimbursables
[JOwner operator of POV LINo Number of cars authorized [T |
MALT
Who Being Paid
Next Accept Changes Cancel Help

Continued on next page



Mixed Mode — Getting Married Enroute, Continued

Procedures,
continued

Step Action

11 | The member and spouse were married in Portland, OR and began travel together
2/18/17. Enter the Arrival Date to the new PDS to be the same as the members,
2/20/17. MAKE SURE YOU ADD THE MEMBER TO THE ITINERARY.
Click Accept Leg.

PENGUIN, PETER - —
TONO: 1217G851STDTY000 Itinerary View:  Traveler

Trans Duty Local? Embark? Who Else Traveling
E"“"||"""“”"||amcm||:|.5y|""'||u|-e|mc||""“""""lmnlsl AE% Lodging Taxes Miles
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
- Eudland OR. Multnomah | [ is Local v 0
02182017 | -
Method rtation: -
= S [_l1s Embark Lodging Tax
] Duty Day [PA - Private Auto v
Lodging Type 0
Amival Location (click to edit) e
Arrival Date [B5134 Seattle. WA _King |
0202002017 75 Reason for Stop
[MC - Missicn Complete v Meals Type:
[ Duty Day CM - Commercial Meals v Miles
171

Who else is traveling on
this leg:

I Accept Leg I | Cancel Changes |

12 | Click Accept Changes.

PENGUIN, PETER - View:  Traveler
TONQ: 1217G8515TDTY000 Itmerary
§ Trans | Duty Local? | Embark? Who Else Traveling
25 SEEIET Reason| Day | 'PL | Method |12991M8| “peals AE% Lodging Taxes Miles
2182017 | DEP Portland, OR, Multnomsh PA | M Member Edit | ng
202002017 | ARR 83134 Seattle, WA, King MC NLG [0 oo |[ ooo | Insert
I Accept Changes I ‘ Cancel Changes ‘ Help

Continued on next page



Mixed Mode — Getting Married Enroute, Continued

Procedures,
continued
Step Action
13 | The Constructed Itinerary tab will show the Authorized Miles for that leg of

travel. Click Accept Changes.

View:  Traveler |
PENGUIN, PETER

Enroute PCS Travel

TONO: [ 7217G851STDTY000 ] Proceed Date: 2102017

Number of Days: 11
Type of order: | PCS | End Date:  2/2012017
What's Authorized Itinerary Constructed Itinerary Reimbursables
Duration of travel: [Greater than or equal to 24 hours
Depart Date | Armrive Date To Location Auth. Miles
21182017 2/20/2017 | 98134 Seattle, WASHINGTON 17
Back Next Excepti (o] ional Accept Changes Cancel Help

14

Ensure the drop-down says DLA, then click Add This Entitlement.

PENGUIN, PETER View: Traveler
TONO: 1247GE51 STOTYO00 Settlement RequeSt

Type of order: | PC3 | Covered from: 2/10/2017 to: 2/20/2017
Type of Settlement | Partial | Type of Partial: Mot a Partial v
Remit To Tranzactions Entitlements Computati Fi Remarks
Travel Not Performed Effective Date: [1/272017
Entitlement Type Dates Encompassed Status
Edit| Enrgute PCS Travel 20207 -220207 “aldated Data Delete | Cales | Comp
Edit | Enroute PCS Travel 282N T-2202 7 “falidated Data Delete | Cales | Comp
|oLa v I <= Add This Enfitiement I
‘ Back H Next ‘ | Manage Images ‘ Receipts | ‘ SAVE | ‘ Cancel ‘ | Help ‘

Continued on next page



Mixed Mode — Getting Married Enroute, Continued

Procedures,
continued
Step Action
15 | Check the box if DLA with dependents is authorized AND your dependents

relocated with you at the same time. Then click Accept.

PENGUIN, PETER - -
TONO: 1217G851STDTY000 Dislocation Allowance

View: Traveler

DLA with dependents is authorized. Check this box if dependents were moved at this time

Accept Cancel Help
16 | Click Next.
PENGUIN, PETER em View: Traveler
TONO: 1217G851 STOTYOOD Settl ent ReqUESt
Type of order: | PCS | Covered from: 210/2017 to: 2/20/2017
Type of Settlement | Partial | Type of Partial: Mot a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date: [1/272017
Entitlement Type Dates Encompassed Status
Edit| Enrgute PCS Travel 20207 -220207 “aldated Data Delete | Cales | Comp
Edit | Enroute PCS Travel 282N T-2202 7 “falidated Data Delete | Cales | Comp
Edit| DLA (with Dependents) VE2TRNTARZTR2NT “alidated Data Delete | Calcs | Comp
vl
‘ Back ‘ Next | Manage Images ‘ Receipts | ‘ SAVE | ‘ Cancel ‘ | Help ‘

Continued on next page




Mixed Mode — Getting Married Enroute, Continued

Procedures,
continued

Step Action
17 | Verify the Computations tab for accuracy. Click Next.

Type of order: | | Covered from: 211012017 to:

Type of Settlement | Periial V| Type of Partial: | Nota Partial v/

Remit To Transactions Entitlements Computations Financial Remarks

Total Entitlement

— Deductions
Memb/Emp PCS Per Diem 160.00 Partial Payments

IMunN'Emn Transportation 214.00

IM!meEmp MALT 3240 Amount Payable

Joeo Per Diem 106.50 Advances

lows 2.113.50

Method of Paymentl Direct Deposit v | Due Employee
Splt Payment
Computed Split 000 |
Enter amount in Split Payment field to pay

Aoply Advances _ |
| nees GTCC

This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed

18 | Enter the Accounting String, then click Next.

S

Type of order: | PCS | Covered from: 2/10/2017 to:
Type of Settlement  Partial V| Type of Partial: Nota Partial V|
Remit To Transactions Entitlements Computations Financial Remarks

Db 1217G8S1STDTY000 2 P 501 299 21 0 RA 78045 2104 2656.49

Add/Modify Accounting
Back Next Manage Images Receipts SAVE Cancel Help

Continued on next page



Mixed Mode — Getting Married Enroute, Continued

Procedures,

continued

Step Action
19 | Spell out exactly what happened in the Voucher Remarks. Then click SAVE.
il U A Settlement Request b Lo
Type of order: | PCS | Covered from: [ 2/10/2017 | to: [ 272012017 |
Type of Settlement | Partial Vv Type of Partial: Nota Partial ™
Remit To Transactions Entitlements Computations Financial Remarks

Voucher Remarks:
IGOT MARRIED ENROUTE. SPOUSE AUTHORIZED TRAVEL FROM
PORTLAND, OR

= e e

Ensure you have all orders and any receipts over $75.00 scanned and attached in
the Manage Images section of TPAX. The address of the dependents at the
time of receiving orders MUST be typed into the Remarks block of the claim
or DLA with dependents and dependent travel will not be paid.




Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
to New PDS Ship Underway)

Introduction This section shows how to account for a member who uses more than one
method of transportation to PCS Transfer. In this scenario, the member
and his dependents drove from the old PDS to the Homeport of the new
PDS (boat is stationed in Key West, FL). However, the boat was underway
in Panama so the member had to travel to Panama from Key West.

Procedures See below.

Step Action
1 When chasing the boat, you must select Change of Homeport from the Type of
PCS drop-down.

COASTIE, .JACK Travel Order View: Traveler
* Grade/Rank: " Order Number(s) * Type of Order:
1217Go6PRAY4X000 BCS e

Description  What's Authorized  Dependents  Remarks

* Type of PCS ange o Po
Trip Name: [2017FCs | " Issue Date @*‘j
Issuing Organization 7847400 ] Detach Date [iRopoi7 [
Paying Organization |TS\4NDG |
Group Travel O " Report Date ._J]
Funds [Coast Guard v

" Origin [Petaluma USCG Tng Cr, CA, Sonoma ]

" Destination (33040 Key West_ FL_Monroe |

= = = |

2 Leave the default as Enroute PCS Travel, then click Add This Entitlement.

COASTIE, JODY View: Traveler
TONO: 1217G96PRA4YV000 semement RequeSt
Type of order: | BES ] Covered from: 11212017 to: 2112017
Type of Settlement | Partial v Type of Partial: |NotaPartial v
Remit To Ti tions Entitl its Computations Financial Remarks
Travel Not Performed [] Effective Date
[ Entitlement Type | Dates Encompassed [ saus | []]
I Enroute PCS Travel Vv I <= Add This Entitlement
Back Next | Manage Images I Receipts | SAVE | Cancel | Help

Continued on next page



Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
to New PDS Ship Underway), Continued

Procedures,
continued
Step Action
3 We’re going to enter the member’s itinerary first, so just select the Member to be

paid. Then click Next.

View: Traveler
S S Enroute PCS Travel
= 1202017
TONO: [ 1217G96PRAYAX000 | =
Number of Days: 32
Type of order: | PCS | End Date: 2202017
What's Authorized Itinerary Reimbursables
Ml Owner operator of POV CINo Number of cars authorized [ ]
MALT
Who Being Paid
JACK (Member)
S
JOHNNY COASTIE (Dependent)
JACKIE COASTIE (Dependent)
Next Accept Changes Cancel Help

Enter the member’s itinerary first. Enter the first leg of the itinerary to show the
drive from the old PDS to the new Homeport. Since the boat is underway, select
LV-Leave for your Reason for Stop since you didn’t fly out right away, then
click Accept Leg.

COASTIE, JACK View:  Traveler
TONO: 1217G96PRAY4X000 Iﬂnerary
Dat Locath Trans Duty Local? E ook Embark? Who Else Traveling
Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
Departure Dat
bt [Petaluma USCG Tma Ctr. CA. Son_.. | [This Local 2.4
A ——
4 sportati .
7] [PeA Pn‘:at::\no - v] Clts Ember e L
Duty Da =
YDy Lodging Type: E]

Arrival Location (click to edit) CQ - Comm'l Qtrs Incidental Expense Full v

Arrival Date: 3040 Key West, FL. Monroe
017292017 .4 Reason for Stop

JLV - Leave M | Meals Type:
[J outy Day CM - Commercial Meals ! || mites:

Who else is travelingon  |JILL COASTIE
this leg JOHNNY COASTIE
JACKIE COASTIE

I Accept Leg I | Cancel Changes |

Continued on next page



Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
to New PDS Ship Underway), Continued

Procedures,
continued
Step Action
5 Since you cannot fly out overseas from a Leave status, you must enter a leg to

show a change in status. The Departure and Arrival Dates must match. When
finished, click Accept Leg.

COASTIE, JACK Itinera View:  Traveler
TONO: 1217GI6PRAY4X000 Iy
Trans |Duty Local? Embark? Who Else Traveling
o e Reason| Day | '°* |Method|"°%® 0| Meals |  AE% Lodging Taxes Miles
1202017 |pp | PeRMMaLSCETMC CA | oy | JLLCOASTE -
\
1282017 | ARR | 23040 e et FL Monroe | = ca [0 ][ ooo 0.00 3314
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
.. [F3040 Key WesL FL Monroe ] 1| Cis Locat LDP - Lodging Plus v 0
02202017 |24 P .
t ransportation: D Is " Lodging T
Olowypay  LCS-Change Status v
Lodging Type: g
Armival Location (chick (o eait) ~
Amival Date (3040 Key West_FL_Monroe ]
o 3 Nesonrsin
[AT - Awaiting Transportation ~] Meals Type:
[ puty Day CM - Commercial Meals v || Mies:
0
Who else is travelingon  [JILL COASTIE
this leg: JOHNNY COASTIE
JACKIE COASTIE
I Accept Leg I ‘ Cancel Changes

Continued on next page



Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
to New PDS Ship Underway), Continued

Procedures,

continued

Step

Action

6

Enter the last leg to show your flight to Panama to meet the boat. Don’t forget to
check the Is Embark box. When finished, click Accept Leg.

COASTIE, JACK View:  Traveler
TONO: 1217G96PRAY4X000 Itinerary
Trans | Duty Local? Embark? Who Else Traveling
Lo ez Reason| Day | ' Method |99 | “Meals | AE% Lodging Taxes Miles
1202017 | pep | Petalma USCG Tmg CIr CA. |, | | [MLLCOASTE <]
V282017 | ARR | 33040 Key West, FL. Monroe | =Y ca (o100 Jeo0 (3514 ]
22002017 | DEP | 33040 Key West, FL Monroe | CS JILL COASTIE :
2202017 |ARR | 33040 Key West, FL, Monroe | AT LOP I | I | I | I |
Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
o srnibe ] . [3040 Key West, FL. Monroe | Is Local v [i}
021202017 |kl - .
Method of Transportation: @ - - Lodging Tax:
Olouty Day [TP - Govt. Proc. Plane v T
Lodging Type:
TArrival Location (chick to edit) N
Arrival Date: [PANAMA_PANAMA CITY |
022072017 |s| Reeson for Stop
[MC - Mission Complete v Meals Type:
oty Day CM - Commercial Meals v Miles.
0
Who else is travelingon  [JILL COASTIE
this leg JOHNNY COASTIE
JACKIE COASTIE

I Accept Leg

I ‘ Cancel Changes

Continued on next page



Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
to New PDS Ship Underway), Continued

Procedures,
continued
Step Action
7 Review the itinerary, make changes if needed and then click Accept Changes.
COASTIE, JACK : View:  Traveler
TONO: 1247GIEPRAYAX000 Itinerary
) Trans | Duty Local? —TEmbark? Who Else Traveling
25 STEITT Reason | Day | '°- | Method | 988 | " pozie AE% Lodging Taxes Miles
1202017 | Dep | PEEUma Uicngn;mg CCA | pp | Edit | oy
12827 | ARR | 330un key West, FL, Manros Lv ca [ooo | o000 ] Insert
22002017 | DEP | 33040 Key West, FL, Monroe |  CS Edit |
2120/2017 | ARR | 33040 Key West, FL, Monroe AT LDP [ ooo [ ooo [ 0 ] Insert
22002017 | DEP | 33040 Key West, FL, Monroe | TP - Edit | 5
22012017 | ARR PM, BANAMA CITY MG NLG [ ooo ][ _ooo ] Insert
I Accept Changes I ‘ Cancel Changes ‘ Help ‘

If this warning comes up, click OK.

[

WamingThe following date ranges may be covered under the
rules governing Long Term Flat Rate Per Diem 12002017 fo
22002017 17202017 to 252072017

Continued on next page



Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS

to New PDS Ship Underway), Continued

Procedures,
continued
Step Action
8 The miles in the Constructed Itinerary will populate. Click Accept Changes.
View:  Traveler
COASTEE, SACK Enroute PCS Travel
P 17
TONO: [ 1217Ga6PRAYAX000 | Proceed Date: 12020
Number of Days: = 32
Type of order: I PCS I End Date: 2202017

What's Authorized Itinerary Constructed Itinerary Reimbursables
Duration of travel: |Grealer than or equal to 24 hours W/

Depart Date | Arrive Date To Location Auth. Miles | Mem GTR cmnep.m|cmmm

12002017 220/2017 | 33040 Key West, FLORIDA 3314 0.00

2202017 | 20202017 |PANAMACHTY, .. 0 0.00 |

Recalculate Dates
| Back | | Next | | Exceptions Occasionals Accept Changes | Cancel | | Help |
9 Click Calcs.
COASTIE, JACK View: Traveler
TONO: 1217GISPRAY4X000 Settlement Reque"c't
Type of order: | PCS | Covered from: 1/20/2017 to: 212002017
Type of Settlement | Partial | Type of Partial: Mot a Partial v
Remit To Transactions Computations Financial Remarks
Travel Not Perfarmed Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel 12NN T-22W2T “alidated Data Drelete) Calcs fComp
Enroute PCS Travel v| ‘ <= Add This Entitlement ‘

‘ Back H Next ‘ | Manage Images ‘ Receipts ‘ | SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

Continued on next page



Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
to New PDS Ship Underway), Continued

Procedures,
continued

Step Action
10 | The Daily Expenses breakdown should show that you were paid for your driving
days as well as your flying day. When finished reviewing, click Done.

COASTIE, JACK i View: Traveler
TONO: 1217GI6PRAY4X000 Da“y Expenses

Audit Remarks Done

Date%?e R39 |M&E| &r | Ln | Dn | Lodg | Break | Lunch | Dinner | Incati| M4 | EmpMerin) Dep | Total | LodGing) g qp
02110| FP 000 | 14200 | D.00 | 14200 000
02111] FP 000 | 14200 | 000 | 14200 000
02112| FP 000 | 14200 | 000 | 14200 000
02113| FP 000 | 14200 | 000 | 14200 000
D2114| FP 000 | 14200 | 000 | 14200 000
D2115| FP 000 | 14200 | 000 | 14200 000
02116| FP 000 | 14200 | 000 | 14200 ooO
02117| FP 000 | 14200 | 000 | 14200 00O
02118| FP 000 | 14200 | OO0 | 14200 000
D2118| FP D00 | 14200 | ooo | 14200 ooo
0220| LOP [173.00 [ 88.00| cwm| om|cm| o.oo Partial| Day | 7425 | 7425 | 000 | 7425 | 000

Total | 149425 | D.OD |148425| 00O

11 | Now add the dependents’ travel. Click Add This Entitlement.

COASTIE, JACK em View: Traveler

TONGC: 1217G96PRAY4X000 Setﬂ ent ReqUESt

Type of order: | PCS | Covered from: 1/20/2017 to: 212002017

Type of Settlement | Partial “| Type of Partial: | Not a Partial v

Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel 12NN T-22W2T “alidated Data Drelete | Cales | Comp
Enroute PCS Travel W | <= Add This Entitlement
‘ Back H Next ‘ | Manage Images ‘ Receipts ‘ | SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

Continued on next page



Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
to New PDS Ship Underway), Continued

Procedures,
continued
Step Action
12 | Select the rest of the family members, then click Next.
View:  Traveler
COASTIE, JACK Enroute PCS Travel
TONO: [_1217GI6PRAYAX000 ] B
Number of Days: e
Type of order: | PCS | End Date: 2202017
What's Authorized Itinerary Reimbursables
& Owner operator of POV CINo Number of cars authorized [1_ |
MALT
Who Being Paid
JILL COASTIE (Spouse) -s T
JOHNNY COASTIE (Dependent)
JACKIE COASTIE (Dependent)
Next Accept Changes Cancel Help
13 | Enter the dependents’ travel. Since they traveled with the member in the same

POV, select the same departure and arrival dates as you entered for the
member. Select the member. Then click Accept Leg.

COASTIE, JACK View:  Traveler
TONO: 1217G96PRAY4X000 Iﬁnemry
Trans Duty Local? Embark? Who Else Traveling
D"Ilm‘lmlmlmlmlw‘ Meals AE% Lodging Taxes Miles
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
-  [Petaluma USCG Trmg Ctr. CA. Son... [is Local v 0
01/20/2017 =2
Ti jon:
Method of Transportation: D Is =, Lodging Tax:
Mouypay [PA-Private Auto v] : =
Lodging Type:
Arrival Location (click to €ait) X
Arrival Date: 33040 Key West. FL. Monroe
0172972017 4 Reason for Stop:
[MC - Mission Complete v Meals Type:
[ outy Day CM - Commercial Meals vl || mites:

Who else is traveling on
this leg

I Accept Leg I l Cancel Changes |

Continued on next page



Mixed

Mode — PCS to a Ship (Chasing the Boat — Old PDS

to New PDS Ship Underway), Continued

Procedures,

continued

Step

Action

14

Click Accept Changes.

COASTIE, JACK i pE—
TONO: 1217GI5PRAY4X000 Itinerary

Trans | Duty DL Local? Embark? ‘Who Else Traveling

=E EIT Reason | Day Method | 22991M0| "o nie AE% Lodging Taxes Miles

1200017 | DEP Petaluma USCG Trng Cir, CA, PA w; Edit

Member
> et £ o >
H2E2017 | ARR | 3an4p Key West, FL, Manroe MC NLG [0 [[ o000 ][54 Insert

I Accept Changes I ‘ Cancel Changes ‘ Help ‘

15

Once the DLA is added, check the Computations tab for accuracy. Apply
Advances if necessary and continue with the rest of your claim.

COASTIE, JACK View: Traveler
TONO: 1217GI6PRAY4X000 Settlement ReqUESt
Type of order: | PCS | covered from: [ 1202017 | to: [ 20202017 |
Type of Settlement | Partial “| Type of Partial: | Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitlement
Desepior i Deductions
Memb/Emp PCS Per Diem 1.45428 N
Partial Payments
Memb/Emp MALT 620.88
Dep Per Diem 2,435.00 Amount Payable
DLA 2,240.00 Advances
Method of Payment | Direct Deposit v
Due Employee
Spit Payment
Computed Split 0.00
Apply Advances
Enter amount in Split Payment field to pay
GTCC
This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed
‘ Back H Next ‘ ‘ Manage Images ‘ ‘ Receipts | ‘ SAVE ‘ ‘ Cancel ‘ | Help ‘

Don’t forget to add all Reimbursable expenses including: Orders, tolls and any
receipts for claimed items over $75.00. Use the Manage Images function to
attach them to your claim. Spell out in the remarks exactly what happened. The
address of the dependents at the time of receiving orders MUST be typed
into the Remarks block of the claim or DLA with dependents and dependent
travel will not be paid.




Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
Underway to New PDS Homeport)

Introduction This section shows how to account for a member who uses more than one
method of transportation to PCS Transfer. In this scenario, the old PDS
(boat) was underway in Cordova, AK. The member flew to Seattle, then
drove with his dependents to the new Homeport in Key West, FL.

Procedures See below.

Step Action
1 When chasing the boat, you must select Change of Homeport from the Type of
PCS drop-down.

COASTIE, JACK Travel Order ViewsTraveler
" Grade/Rank: " Order Number(s): * Type of Onler
£6 ¥ 1217GEEPRAY4X000 Fes s

Description  \What's Authorized Dependents Remarks

* Type of PCS JChange of Home Port M |

Trip Name: [2017 PGS ] " Issue Dete 17272017
.

Issuing Organization 7947400 | Detach Date @_ﬂ
Paying Organization 7947400 |
Group Travel 0 " Report Date [02202017 fE|
Funds [ Coast Guard v]

" Origin [F5124 Seatile, WA, King ]

* Destination [33040 Key West, FL, Monroe |

(=] (= J[em [ ]

2 Leave the default as Enroute PCS Travel, then click Add This Entitlement.

COASTIE, JACK View: Traveler
TONO: 1217G96PRAY4X000 Settlement RequeSt

Type of order: | PCS | Covered from: 12012017 to: 212012017
Type of Settlement  Partial Vv Type of Partial: Not a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed [] Effective Date:
I Enroute PCS Travel VI <= Add This Entitlement
| Back ” Next | | Manage Images | Receipts | SAVE | | Cancel | | Help |

Continued on next page



Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
Underway to New PDS Homeport), Continued

Procedures,
continued

Step Action
3 First enter the member’s travel. Since he is the only one flying from the
underway location, just select him to be paid. Then click Next.

COASTIE, JACK Enroute PCS Travel

View: Traveler

] Proceed Date; 1202017
Number of Days: 32

TONO: [___1217G96PRAY4X000

Type of order: | PCS | End Date: 22202017
What's Authorized Itinerary Reimbursables
M Owner operator of POV CINo Number of cars authorized [ |
MALT

Who Being Paid

pOUSE)

—
JOHNNY COASTIE (Dependent)
JACKIE COASTIE (Dependent)

Next Accept Changes Cancel Help

4 Enter the first leg of travel, don’t forget to check the Is Embark box since you’ll
be flying over the ocean. When finished, click Accept Leg.

COASTIE, JACK i View:  Traveler
TONO: 1217G96PRAY4X000 It'nerary
Trans Duty Local? Embark? Who Else Traveling
b Location | peason | Day | Pt | Method | Lodging | “peals AE% Lodging Taxes Miles
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
s [B3574 Cordova, AK ALASKA. Veld.__ | Is Local LDP - Lodging Pius 2 g
oo | , o]
Method of Transportation %) s >4 Lodging Tax:
] buty Day [TP - Gowvt. Proc. Pliane v] 0
Lodging Type:
Arrival Location (click to edit) >
Arrival Date: [B8131 Seattle. WA King ]
_J_] Reason for Stop:
[AT - Awaiting Transportation v] Meals Type:
[ outy Day CM - Commercial Meals v || mies:
0
Who else is travelingon  [JILL COASTIE
this leg JOHNNY COASTIE
JACKIE COASTIE
I Accept Leg I | Cancel Changes

Continued on next page



Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
Underway to New PDS Homeport), Continued

Procedures,
continued
Step Action
5 Review the itinerary, make changes if needed and then click Accept Changes.

View:  Traveler

COASTIE, JACK :
TONO: 1217GI6PRAY4X000 Itinerary
" Trans | Duty Local? = Embark? Wheo Else Traveling
15 LrEE Reason| Day | '°L | Methoa | 1299M| “peals AE% Lodging Taxes Miles
[Ty i 3

1202017 | DEP “‘g:rgg‘f:“c‘;:ﬁfu’: ;2:32 P | ¥ 7 JILL COASTIE Edit |y

e

1200017 |aRR | SordowsCensus s | a7 Lop [T oo JL oo J[ 0] |meen

1202017 |DEP| 98131 Seaftle, WA, King PA JILL COASTIE Edt |5

2202017 | ARR | 33040 Key West, FL, Monroe | MG NLG [ooo J[ ooo J[ 3486 |Mmsert

I Accept Changes I ‘ Cancel Changes ‘ Help ‘

The miles in the Constructed Itinerary will populate. Click Next.

View: Traveler

COASTIE, JACK Enroute PCS Travel
- 1202mM7
TONO: [ 1217G96PRAY4X000 | Proceed Date:
Number of Days: 32
Type of order: | PCS | End Date: 2202017
What's Authorized Itinerary Constructed Itinerary Reimbursables

Duration of travel:

Greater than or equal to 24 hours %

Depart Date | Arrive Date Te Location Auth. Miles
120207 12002017 | 93131 Sesttle, WASHINGTON 0
1202017 220/2017 | 33040 Key West, FLORIDA 3486
Back MNext Exceptions Occasicnals Accept Changes Cancel Help

Continued on next page



Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS

Underway to New PDS Homeport), Continued

Procedures,
continued
Step Action
7 Add your reimbursable expenses, then click Accept Changes.
View: Traveler
ELTLEC 8 Enroute PCS Travel
- [12002017
TONO: [ 1217GU6PRAYAX000 | FITEESL LT
Number of Days: 32
T\,rpe of order: | PCS | End Date: 2202017
What's Authorized Itinerary Constructed Hinerary Reimbursables
Date Description Claimed
1r202my AIRFARE-TRAIM-BUS EXPENSE 250.00
12002017 SATO-CTO-TMC SVC PROC FEE 2200
Add ! Edit Trip Expenses
Back Exceptions Occasionals Accept Changes I| Cancel Help
8 Click Calcs.
COASTIE, JACK View: Traveler
TONO: 1217G6PRAY4X000 Settlement ReqUESt
Type of order: | PCS | Covered from: 1/20/2017 to: 21202017
Type of Settlement | Partial | Type of Partial: | Not a Partial v
Remit To Transactions Entltlements Computations Financial Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel 120201 7-2202017 Validated Data Dielete jCalesj Comp
Enroute PCS Travel v | ‘ <= Add This Entitlement ‘
‘ Back ‘ ‘ Mext ‘ ‘ Manage Images ‘ Receipts ‘ ‘ SAVE ‘ ‘ Cancel ‘ | Help ‘

Continued on next page



Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
Underway to New PDS Homeport), Continued

Procedures,
continued

Step Action
9 The Daily Expenses breakdown should show that you were paid for your driving
days as well as your flying day. When finished reviewing, click Done.

COASTIE, JACK H View: Traveler
TONO: 1217GI6PRAY4X000 Daily Expenses

Audit Remarks Done

DateTDﬂe 30 |M&E| &r | Ln | Dn |Lodg| Break | Lunch | Dinner | Inca | JMSIE | EmpMemb) Dep | Total | Lodging)| 1pie
01720 | LOR | 275.00 | 69.00 [ CM| Ccw| CM| 0.00 Partial| Day | 5175 | 5175 | DOD | 5175 | D00
0210| FP 000 | 14200 | D00 | 14200 000
0211| FR 000 | 14200 | ooo | 14200 ooo
0z1z| FP 000 | 14200 | D00 | 14200 ooO
0213| FP 0.00 | 14200 | D.OD | 14200 000
0214| FP 000 | 14200 | D.OD | 14200 000
02i1s| FP 000 | 14200 | D.OD | 14200 000
0218| FP 000 | 14200 | DOD | 14200 000
0217 | FP 000 | 14200 | DOD | 14200 000
0z18| FP 000 | 14200 | D.OD | 14200 000
0z1s| FP 000 | 14200 | DOD | 14200 000

Total | 147175 | DOD |147175| D00

10 | Now enter the itinerary for your dependents. Leave the default as Enroute PCS
Travel, then click Add This Entitlement.

COASTIE, JACK em View: Traveler
TONO: 1217GI6PRAY4X000 Settl ent RequeSt
Type of order: | PCS | Covered from: 1/20/2017 to: 2/20/2017
Type of Settlement | Partisl | Type of Partial: | Not a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel 1200201 7-202002017 Validated Data Delete | Cales | Comp
I Enroute PCS Travel W I <= Add This Entitlement
‘ Back ‘ ‘ Mext ‘ ‘ Manage Images ‘ Receipts ‘ ‘ SAVE ‘ ‘ Cancel ‘ | Help ‘

Continued on next page



Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
Underway to New PDS Homeport)continued

Procedures,
continued
Step Action
11 | Select the rest of the family members, then click Next.
View: Traveler
ST Enroute PCS Travel
TONO: [ 7217GIBPRAYAX000 ] Proceed Date: 1202017
Number of Days: 32
Type of order: | PCS | End Date: 2202017
What's Authorized Itinerary Reimbursables
¥ Owner operator of POV CINo Number of cars authorized [1 |
MALT
Who Being Paid
JILL COASTIE (Spouse) S tect All
Next Accept Changes Cancel Help

12 | Enter the dependents’ travel. Since they traveled with the member in the same
POV, select the same Departure and Arrival Dates as you entered for the
member. Select the member. Then click Accept Leg.

COASTIE, JACK View:  Traveler
TONO: 1217G96PRAY4X000 Itinerary
Trans Duty Local? Embark? Who Else Traveling
b Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
S .y [B5134 Seatlle WA King ] || Clis Locat s 0
01/202017 3t
Method of T ti
ethod of Transportation Olis o Eodgkng Tae
Mpuypay  [PA-Private Auto v] 5
Lodging Type:
Arrival Location (click (o €dit) 22
Armival Date: [33040 Key West. FL. Monroe |
75 Reason for Stop
[MC - Mission Complete v] Meals Type:
[ outy Day CM - Commercial Meals v Miles:
Who else is traveling on
this leg
Accept Leg I | Cancel Changes |

Continued on next page



Mixed Mode — PCS to a Ship (Chasing the Boat — Old PDS
Underway to New PDS Homeport)continued

Procedures,
continued
Step Action
13 | Click Accept Changes.
COASTIE, JACK View:  Traveler
TONO: 1217GI6PRAY4X000 Itinerary
D focaton reason| Day | ™ | Metod| 2%  “Vears | AE% Logging  Tames. Mies
1202017 |DEP| 98134 Seattle, WA, King PA | ¥ [_EF.7 Edit | g
2/202017 |ARR | 33040 Key West, FL, Monroe | MC NLG [o][Co00 000 ][3486] [Insert

I Accept Changes I I Cancel Changes | | Help |

14 | Once the DLA is added, check the Computations tab for accuracy. Apply
Advances if necessary and continue with the rest of your claim.

COASTIE, JACK View: Traveler
TONO: 1217G96PRAY4X000 Settlement REqueSt
Type of order: | PCS ] Covered from: 112012017 to: 22012017
Type of Settlement  Partial Vv Type of Partial: Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitlement
e = Deductons
Memb/Emp PCS Per Diem 1.471.75 .
- Partial Payments
Memb/Emp Transportation 272.00
Memb/Emp MALT 562.34 Amount Payable 7.241.08
Dep Per Dem 248500 Advances
DLA 2.340.00
Method of Paymentl Direct Deposit v Due Employee
Split Payment 0.00
Computed Split 0.00
I Apply Advances I Er_‘rtil;amol.r‘t in Split Payment field to pay
il
This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed
Back || Next | | Manage Images Receipts | SAVE | Cancel | Help |

Don’t forget to add all Reimbursable expenses including: Orders, tolls and any
receipts for claimed items over $75.00. Use the Manage Images function to
attach them to your claim. Spell out in the remarks exactly what happened. The
address of the dependents at the time of receiving orders MUST be typed
into the Remarks block of the claim or DLA with dependents and dependent
travel will not be paid.




PCS - Boot Camp to “A” School

Introduction This section shows how to account for a member who is going from Boot

Camp to “A” School. When personnel are attending “A” Schools longer
than 20 weeks, PCS orders are authorized. When a member has

dependents and is authorized to take them to the “A” School locality, use
Station to Station. Do NOT use the “Boot Camp to A School” option.

Note: If you do not select Station to Station, TPAX will not allow you to
view the Dependents tab in order to add them to the claim.

Procedures See below.
Step Action
1 Select Station to Station from the Type of PCS drop-down.
PENGUIN, PETER Travel Order View: Traveler
" Grade/Rank " Order Number(s) * Type of Order.
1217G351STOTY000 Pcs v
Description  What's Authorized  Dependents  Remarks
* Type of PCS | Station to Station v
Trip Name: ‘ * |ssue Date 11.2‘,2:‘0” __]
* Detach Dat 3
Issuing Organization 7947400 J e © @—]
Paying Organization 7947400 ‘
* Report Date o B
Group Travel 0 02/01/2017 i
Funds Coast Guard v
" Origin 05204 Cape May. NJ, Cape May |
* Destination [24952 Petaluma, CA. Sonoma |
o =[]

If your spouse or other dependents were not previously added to the Dependents
tab, Add them here.

PENGUIN, PETER Travel Order View: Traveler
" Grade/Rank " Order MNumber(s) " Type of Orcer
PCS hd
E2 v 1217G8S1STDTY000

Description ~ What's Authorized = Dependents  Remarks

Name of Dependent Relationship to Member/Employee | Birth / Marriage Date

PATTY PENGUIN Spouse Edit | Delete
Back Next Save Cancel Help

Continued on next page



PCS — Boot Camp to “A” School, continued

Procedures,
continued

Step Action
3 Enter the home address at the new PDS.

PENGUIN, PETER View: Traveler
TONO: 1217G851STDTY000 Setﬂement ReqUESt
Type of order: | PCS | Covered from: 112712017 to: 21112017
Type of Settlement | Partial v Type of Partial:  Nota Partial v
Remit To Transactions Entitl Comp Fii Remarks

* Address 1- [123 MAIN STREET

Address 2:

* City: PETALUMA

*Country/State: JCA CALIFORNIA ]
Tz R
| Next I ‘ Managelmagesl ‘ Receipts [ SAVE || Cancel ” Help |

4 Leave the default as Enroute PCS Travel, then click Add This Entitlement.

PENGUIN, PETER

View: Traveler
TONOC: 1217GE51 STDTY000 Setﬂement RequeSt
Type of order: | PCS | covered from: 112712017 to: 212017
Type of Settlement | Partial | Type of Partial: Mot a Partial v

Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed [] Effective Date:
| Enroute PCS Travel v | | < Add This Entitiement
‘ Back H Mext ‘ ‘ Manage Images | ‘ Receipts ‘ | SAVE ‘ ‘ Cancel ‘ ‘ Help |

Continued on next page



PCS — Boot Camp to “A” School, continued

Procedures,
continued

Step Action
5 We’re going to enter the member’s itinerary first. Make sure you select just the
member in the Who Being Paid section. Then click Next.

View: Traveler
ARt AR Enroute PCS Travel
. [127P017
TONO: [ 1217G851STDTY000 | Proceed Date:
Number of Days: 6
Type of order: | PCS | End Date: 2112017
What's Authorized tinerary Reimbursables
& Owner operator of POV LINo Number of cars authorized [ |
MALT
Who Being Paid

| Next | Accept Changes Cancel Help

6 Enter the member’s itinerary from Cape May to their “A” School location. They
can either drive or fly. When finished click Accept Leg.

PENGUIN, PETER View:  Traveler
TONO: 1217G851STDTY000 '“nerary
Date Yocation Trans Duty Local? Lodging Embark? Who Else Traveling
ctixe Daie Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
Dcve — [08204 Cape May. NJ. Cape May Is Local >4 0
0172872017 | . i
Method of Transportation: (i 2 Lodging Tax:
Mowypay  [TP-Gowt Proc. Plane v]
Lodging Type: 0
Arrival Location (click to edit) D4
Arrival Date: ) [P4952 Petaluma. CA. Sonoma |
0172872017 |os| Reason for Stop
[MC - Mission Complete v] Mesals Type:
O outy Day CM - Commercial Meals v Miles:
0
Who else is travelingon  [PATTY PENGUIN
this leg
I Accept Leg I I Cancel Changes

Continued on next page



PCS — Boot Camp to “A” School, continued

Procedures,
continued
Step Action
7 Click Accept Changes.
PENGUIN, PETER i View: Traveler
TONO: 1217G851 STOTY 000 Itlnerary
e omion [ O o [ o] | Vo
wza017 |pep| R4 Ca"en"";:“m'cape g Edit |y
282017 | ARR | 400 potaiuma. CA Sonoma | MO NLG [(oo0 [ ooo | Insert

l Accept Changes l ‘ Cancel Changes

Once the reimbursable expenses have been added, click Accept Changes.
View:

Traveler
PENGUM, EETER Enroute PCS Travel
. 1R7TR017

TONO: [ 1217G851STDTY000 | Proceed Date:

Number of Days: 6

Type of order: | PCS | End Date:  2/1/2017
What's Authorized Itinerary Reimbursables
Date Description Claimed
11282017 AIRFARE-TRAIN-BUS EXPENSE 250.00
11282017 SATO-CTO-TMC SVC PROC FEE 22.00§
Add / Edit Trip Expenses
Back Excep O Accept Changes Cancel Help

Continued on next page



PCS — Boot Camp to “A” School, continued

Procedures,
continued

Step

Action

9

Now you need to add the dependent’s itinerary. Dependents cannot travel from
boot camp. Their travel must start from their home of record. Leave the default as
Enroute PCS Travel, then click Add This Entitlement.

PENGUIN, PETER View: Traveler
TONG: 1217GE51 STDTY000 setﬂe'nent Req u ESt
Type of order: | PCS | Covered from: 1/127/2017 to: 2112017
Type of Settlement | Partial | Type of Partial: | Not a Partial v
Remit To Transactions Entrtlements Computations Financial Remarks

Travel Not Performed

Effective Date: [127:2017

Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel V2820712872017 Validated Data Dielete | Cales | Comp
| Enroute PCS Travel v| | <=AdaThis Entitiement
‘ Back H MNext ‘ ‘ Manage Images ‘ ‘ Receipts ‘ ‘ SAVE ‘ ‘ Cancel ‘ | Help ‘

10

Ensure the dependent is selected, then click Next.

View:  Traveler
e A Enroute PCS Travel
. 1RIR017
TONO: [ 1217G851STDTY000 ] Proceed Date:
Number of Days: 6
Type of order: | PCS | End Date: 2172017

What's Authorized Itinerary Reimbursables
W] Owner operator of POV [INo Number of cars authorized

MALT

Who Being Paid
PATTY PENGUIN (Spouse)
Next Accept Changes Cancel Help

Continued on next page



PCS — Boot Camp to “A” School, continued

Procedures,
continued
Step Action
11 | Enter the dependent’s itinerary, then click Accept Leg.
PENGUIN, PETER View:  Traveler
TONO: 1217G851STDTY000 Itinerary
Trans Local? Embark? Who Else Tt
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
s [9101 Las Vegas. NV. Clark [lis Local v 0
Ll 3 Method of Transportation:
o C 2 s
Mlowypey [PA-Private Auto vl [is Embark Lodging Tax:
Lodging Type: 0
Arrival Location (click to edit) Vi
Arrival Date: [B4852 Petaluma_CA. ]
0173072017 | Reason for Stop:
[MC - Mission Complete v Meals Type:
[ outy pay CM - Commercial Meals ! || mites

Who else is travelingon  |Member
this leg

I Accept Leg I I Cancel Changes |

Continued on next page




PCS — Boot Camp to “A” School, continued

Procedures,
continued

Step Action

12 | Once the DLA is added, check the Computations tab for accuracy. Apply
Advances if necessary and continue with the rest of your claim.

PENGUIN, PETER View: Traveler
TONQ: 1217GE1 STDTY 000 setﬂ ement ReqUESt
Type of order: | PCS | Covered from: 12712017 to: 2112017
Type of Settlement | Partial | Type of Partial: Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitiement
e = Deductions
Memb/Emp PCS Per Diem 45.00 -
Partial Payments
Memb/Emg Transportation 272.00
Dep Per Diem 284.00 Amount Payable
Dep. MALT 113.81 Advances 0.00
DLA 2,113.50
Method of Payment| Direct Deposit w Due Employee
Spit Payment
Computed Split 0.00
I G I Enter amount in Split Payment field to pay
GTCC
This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed
‘ Back H Next ‘ | Manage Images ‘ ‘ Receipts ‘ | SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

Don’t forget to add all Reimbursable expenses including: Orders, tolls and any
receipts for claimed items over $75.00. Use the Manage Images function to attach
them to your claim. Spell out in the remarks exactly what happened. The
address of the dependents at the time of receiving orders MUST be typed
into the Remarks block of the claim or DLA with dependents and dependent
travel will not be paid.




PCS — Separation/Retirement

Information Separation and Retirement PCS claims must be mailed via 1st Class Mail
to PPC for manual processing. This is because the Mission Complete date
will be after the member leaves the CG unit and will no longer have access
to TPAX and the traveler TPAX account will be locked to prevent
unauthorized use.




PCS with COT Leave Enroute

Introduction This section shows how to account for a member who took Consecutive
Overseas Tours (COT) leave enroute during their PCS transfer.
Procedures See below.

Step

Action

1

When taking COT leave Enroute, the only difference is you select CT-COT
Leave for the Reason for Stop in your itinerary. Everything else is done the same
way.

PENGUIN, PETER 1 View: Traveler
TONO: 1217G851 STDTY 00D Itlnerary
" Trans Duty Local? = Embark? Who Else Traveling
Pate ‘ ‘ Location ‘ Reason ‘ Day ‘ ot ‘ Method ‘ Lodging ‘ Meals AE% Lodging Taxes Miles ‘ ‘
Departure Dafe Departurs Location (click to edit) Methed of Reimbursement: Daily Ldg Cost
£ . [BBE13 Honolulu, HI, Honalulu ] Is Local LDP - Lodging Flus e a
01202017 j
Method of Transportation:
= Wlis Embark Lodging Tax:
W Duty Day [TP - Gowt. Proc. Plane V]
Lodging Type: a
Arrival Location (click to edit) e
Arrival Date: Ean Diego, CA, San Diego
01202017 j Reason for Stop:
CT - COT Leave e Meals Typs:
[ buty Day [cM - Commercial Meals W] || Miles:
a
‘ Accept Leg ‘ ‘ Cancel Changes

Here’s what the member’s complete itinerary would look like. You must still enter
the dependents’ travel as well.

PENGUIN, PETER : View:  Traveler
TONO: 1215G85M2M1 00000 Itinerary
Ti Duty Tocal? Embark? Who Else Traveli
- rans ocal? - i {+] raveling
25 LTEiET Reason | Day | '°L |Method |99 | “peals AE% Lodging Taxes Miles

1/20/2017 | DEP | 86813 Honolulu, HI, Honolulu P | ¥ v Edit | o

120/2017 |ARR |  San Diego, CA, San Diego cT LoP | MG cw |0 J[oo0 ][ 000 [ 0 | |insert

20 |02 e | % we | ¥ |CoCmremre (e

Anchorage Borough = =
Accept Changes | ‘ Cancel Changes ‘ Help




PCS with TDY Enroute (TEMDU)

Introduction This section shows how to account for a member who performed
Temporary Duty Enroute from their old PDS to their new PDS. For the
purposes of this example the TDY TONO and TPAX Claim were created
first. We will focus on the PCS claim with the TDY already created.

Procedures See below.

Step Action
1 TPAX will inform you that the PCS TONO may conflict with the TDY TONO.
Click OK in order to save the newly created settlement.

Message from webpage

I"r' ) This order may overlap with order(s): 1117G85ASPMJ0000

Do you want to save anyway?

2 Leave the default as Enroute PCS Travel, then click Add This Entitlement.

COASTIE, JACK View: Traveler
TONO: 1217G96PRAY4X000 setﬂement RequeSt
Type of order: | PCS ] Covered from: 12012017 to: 2120/2017
Type of Settlement  Partial Vv Type of Partial: Not a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed [] Effective Date:
[ ] Entitlement Type | Dates Encompassed [ status | ]
| Enroute PCS Travel v| | <=Addhis Entitiement
(=== [l == = == ]

Continued on next page



PCS with TDY Enroute (TEMDU), Continued

Procedures,
continued

Step Action
3 We’re going to enter the member’s itinerary first, so just select the Member to be
paid. Then click Next.

COASTIE, JACK Enroute PCS Travel

View:  Traveler

Proceed Date: 1202017
Number of Days: 3z

TONO: [__1217G96PRAY4X000 |

Type of order: | PCS | End Date: 2202017
What's Authorized Itinerary Reimbursables
& Owner operator of POV CINo Number of cars authorized D
MALT
Who Being Paid

JACK (Member) |

JOHNNY COASTIE (Dependent)

JACKIE COASTIE (Dependent)

Next Accept Changes Cancel Help

4 BEFORE YOU ENTER THE PCS ITINERARY SCREEN: Ensure your dates
of departure and arrival are correct and authorized by your orders. In this
Scenario, the TDY TONO was already entered. DO NOT include the TDY travel
dates in the Itinerary. This screenshot is the TDY trip that was previously entered.
DO NOT INCLUDE THIS TRAVEL IN YOUR PCS CLAIM.

COASTIE, JACK View:  Traveler
TONO: 1117G85A SPMJ0000 Iti nerary
Trans | Duty Local?
Date Location R | Day DL Method Lodging | Meals AE% Lodging Taxes Miles
Yorktown CG Reserve Tmg Cntr,
172272017 | DEP VA, York CS v Edit Del
12272017 | ARR | Yorktown CG Reserve Tmg Cntr, | TD 7 oGo | 6@ (= I I | I | I I | | Insert
VA, York
Yorktown CG Reserve Tmg Cntr, )
/282017 | DEP VA, York cs Edit |5
1/268/2017 | ARR | Yorktown CG Reserve Tmg Cntr, | MC NLG o000 J[0o0 [0 ] Insert
VA, York
. Accept Changes | | Cancel Changes | ’ Help

Continued on next page



PCS with TDY Enroute (TEMDU), Continued

Procedures,
continued

Step Action
5 This screenshot is the PCS trip that DOES NOT include the TDY travel. If your
itinerary is correct, click Accept Changes.

COASTIE, JACK i View:  Traveler
TONO: 1217GI6PRAY4X000 Itlnerary
- Trang | Duty Local? = Embark? Who Else Traveling
25 LRI Reason| Day | 'C- | Method | 998 | “pgeqis AE% Lodging Taxes Miles
02542 Air Station Cape Cod,
1202017 | DEP WM&, Barnstable PA L JILL COASTIE = Edit Del
12212017 |ARR | ‘Yorkiown CG Reserve Trng (RY ca E [ 000 [ 000 [ 1001 Insert
Cnir, WA, York
Yorkiown CG Reserve Trg
1/28/2017 | DEP Cnfr, VA, ork PA JILL COASTIE e Edit | 5
202002017 |ARR| 29401 Charleston, SC, MG NLG [0 J[ 000 |[ 000 J[ 40 | |insert
Charleston
I Accept Changes I ‘ Cancel Changes ‘ Help ‘

Note: The Departure Date must be the last date at the previous PDS and the
Arrival Date must be the date the member checked into their new PDS.

6 Click Calcs.

COASTIE, JACK em View: Traveler
TONGC: 1217G96PRAY4X000 Setﬂ ent ReqUESt
Type of order: | PCS | Covered from: 1/20/2017 to: 2/20/12017
Type of Settlement | Partial ~ | Type of Partial: Neta Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date: |1/2002017
Entitlement Type Dates Encompassed Status
Edit | Enroute PGS Travel 120201 7- 2202017 Validated Data Delete jCalesj Comp
Enroute PCS Travel v ‘ <= Add This Entitiement ‘
‘ Back H Next ‘ | Manage Images ‘ Receipts ‘ | SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

Continued on next page



PCS with TDY Enroute (TEMDU), Continued

Procedures,
continued
Step Action
7 The Daily Expenses breakdown should show that you were paid for your driving
days. When finished reviewing, click Done.
COASTIE, JACK i View: Traveler
TONO: 1217GISPRAY4X000 Da"y Expenses
Audit Remarks Done
Date T':;“p’; oG |MSE 1 Br | Ln| Dn | Lodg | Break | Lunch | Dinner |Incati| MEIE | EmpiMemt) Dep | Total | Looging) 1 ape
4217 | FP 0.00 142.00 0.00 | 142.00| 0.00
4213| FP 0.00 142.00 0.00 | 142.00| 0.00
02119 | FP 0.00 142.00 0.00 | 14200| 0.00
Total 42600 0.00 | 426.00| 0.00
8 Now enter the itinerary for your dependents. Leave the default as Enroute PCS

Travel, then click Add This Entitlement.

COASTIE, JACK View: Traveler
TONO: 1217GI6PRAY4X000 Settlement ReqUESt
Type of order: | PCS | Covered from: 1/20/2017 to: 2/20/2017
Type of Settlement | Pariisl “ Type of Partial: | Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PGS Travel 120201 7- 2202017 Validated Data Delete | Cales | Comp
| Enroute PCS Travel v| | <=AddTnis Entitiement
‘ Back H Next ‘ | Manage Images ‘ Receipts ‘ | SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

Continued on next page



PCS with TDY Enroute (TEMDU), Continued

Procedures,
continued
Step Action
9 Select the rest of the family members, then click Next.
View:  Traveler
[COASTIE, JACK Enroute PCS Travel
TONO: [ 1217GI6PRAYAX000 ] B
Number of Days: 32
Type of order: | PCS | End Date: 22012017
What's Authorized Itinerary Reimbursables
¥ Owner operator of POV [INo Number of cars authorized [ ]
MALT
Who Being Paid
JILL COASTIE (Spouse) -s tect All
JOHNNY COASTIE (Dependent
JACKIE COASTIE (Dependent) . -
Next Accept Changes Cancel Help

10 | Enter the dependents’ travel. Then click Accept Leg.

COASTIE, JACK View:  Traveler
TONO: 1217G96PRAY4X000 mnerary
Trans Duty Local? Embark? Who Else Traveling
Deto m‘mm“mﬂl“"‘"luau' AE% Lodging Taxes Miles ||
o Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
' [52542 ir Station Cape Cod. MA_ B [is Local N 0
01232017 [ o -
Methodo ransportation: D s k Lodging Tax:
Mouypay  [PA-Private Auto v] 5
Lodging Type:
Arrival Location (click to £ai) Vi
Arival Date: 23401 Charleston. SC. Charleston |
0172772017 |4 Reason for Stop:
[MC - Mission Complete v] Meals Type:
[ outy Day CM - Commercial Meals v Miles:
Who else is travelingon  |Member
this leg
I Accept Leg I l Cancel Changes |

Continued on next page



PCS with TDY Enroute (TEMDU), Continued

Procedures,
continued
Step Action
11 | Once the DLA is added, check the Computations tab for accuracy. Apply

Advances if necessary and continue with the rest of your claim.

TONO: 1217GI6PRAYAX000

COASTIE, JACK Settlement Request

Traveler

I Apply Advances I

Split Payment
Computed Split

Type of order: | PCS | Covered from: 1/20/2017 to: 2120/2017
Type of Settlement | Partial | Type of Partial: Mot a Partial A4
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitlement
=i = Deductons
Memb/Emp PCS Per Diem 426.00 -
Partial Payments 0.00
Memb/Emp MALT 180.18
Dep Per Diem 852.00 Amount Payable
Dep. MALT 180.19 Advances
DLA 2,340.00
Method of Paymentl Direct Deposit v Due Employee

0.0o0

0.00

Enter amount in Split Payment field to pay

GTCC

This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed

‘ Back H Mext ‘ | Manage Images ‘

‘ Receipts H SAVE H Cancel H Help |

Don’t forget to add all Reimbursable expenses including: Orders, tolls and any
receipts for claimed items over $75.00. Use the Manage Images function to
attach them to your claim. Spell out in the remarks exactly what happened. Make
sure that you include that this claim was done in conjunction with TDY TONO
1117G85ASPMJ000. The address of the dependents at the time of receiving
orders MUST be typed into the Remarks block of the claim or DLA with
dependents and dependent travel will not be paid.




Two or More POVs — Travel Different Days in Different Cars

Introduction This section shows how to account for a member who was authorized 2

POVs. The member drove out first and then his dependents drove out a
couple days later.

Procedures See below.
Step Action
1 | Enter the home address at the new PDS, then click Next.
oo o eaPRAYAX000 Settlement Request View:  Traveler
Type of order: [ PCS ] Coveredfrom: [ 1202017 | to: [ 2M3R2017 |
Type of Settlement  Partial v Type of Partial: Not a Partial v
Remit To Transactions Entitl it Computati Fil ial Remarks
* Address 1 [|1234COASTGL.IARI] LANE x
Address 2:
* City: |PORTSMOUTH
*Country/State: |VAVIRGINIA v
Czip e ]
Next Manage Images | Receipts | SAVE || Cancel || Help |

2 | If you were issued an advance it will show here. Click Next.

COASTIE, JACK View: Traveler
TONO: 1217GI96PRAY4X000 Setﬂemerlt ReqUESt
Type of order: | PCS | Covered from: 1/20/2017 to: 2113/2017
Type of Settlement | Parfial ~ Type of Partial:  Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Locked Date Type Amount
ol 28207 Advance 1,995.51 Delete
‘ Back |I Next I | Manage Images | Receipts | ‘ SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

Continued on next page



Two or More POVs — Travel Different Days in Different
Cars, Continued

Procedures,
continued
Step Action
3 Leave the default as Enroute PCS Travel, then click Add This Entitlement.
COASTIE, JACK View: Traveler
=kl ot N Settlement Request
Type of order: | PCS | Covered from: to:
Type of Settlement  Partial Vv Type of Partial:  Not a Partial v
Remit To Transactions Entitl t: Ci Fii ial R rk
Travel Not Performed [} Effective Date:
I Enroute PCS Travel VI <= Add This Entitlement
| Back ” Next ||Mana9elma9es| | Receipts ” SAVE H Cancel ” Help |

4 | Enter the member’s itinerary first (plus any dependents that travel with him/her in
the same vehicle). In order to get paid MALT (monetary allowance in lieu of
transportation), check the Owner Operator of POV box. Enter the number of
cars authorized on the orders (1 for this example) and select who will be paid.
Since the member drove out alone just select him. Click Next.

View:  Traveler
COASTIE, JACK Enroute PCS Travel
- 17
TONO: [_1217G96PRAYAX000 ] Proceed Date: 12020
Number of Days: 23
Type of order: | PCS | End Date: 2132017
What's Authorized Itinerary Reimbursables
W] Owner operator of POV CINo Number of cars authorized D
MALT
Who Being Paid

JOHNNY COASTIE (Dependent)

JACKIE COASTIE (Dependent)

Next Accept Changes Cancel Help

Continued on next page



Two or More POVs — Travel Different Days in Different
Cars, Continued

Procedures,
continued

Step Action
5 | Enter the member’s itinerary, then click Accept Leg.

COASTIE, JACK

1 View: Traveler
TONO: 1217GI6PRAY4X000 Itlnerary
. Trans Duty Local? = Embark? ‘Who Elze Traveling
Date ‘ ‘ Location ‘ Reason ‘ ‘ DL ‘ Method ‘ Lodging ‘ Meals ‘ AE% Lodging Taxes Miles ‘ ‘
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
... [BBBE3 Topeka, KS, Shawnee ] e Locat ~ 0
01202017 j
Methed of T rtation:
SLLn T e s Embark Lodging Tax:
I Duty Day [PA - Private Auto v
Lodging Type: a
Arrival Location (click to edit) e
Arrival Date: 3704 Portsmeuth, VA, Portsmauth
] _:] Reason for Stop:
[MC - Mission Complete | Meals Type:  MBIE: 51.00
O Duty Day CM - Commercial Meals ~ IMiles:

Who elze is fravelingon  |JILL COASTIE
this leg: JOHNMNY COASTIE
JACKIE COASTIE

I Accept Leg I ‘ Cancel Changes ‘

6 | Click Accept Changes.

COASTIE, JACK

1 View: Traveler
TONO: 1217G96PRAY4X000 Itmerary
) Trans |Duty Local? .| Embark? Who Else Traveling
e =D Reason | Day | '°" | Method| “°99™| " peals AE% Lodging Taxes Miles
S E6683 Topeka, KS, Shawnes v ,q—| .
1202017 | DEP 23704 Portamonth. A PA JILL COASTIE : Edit | oy
2132017 |ARR Poremouth MC NLG (o [ oo0 ][ ooo J[1224] Insert
I Accept Changes | ‘ Cancel Changes ‘ ‘ Help

Continued on next page



Two or More POVs — Travel Different Days in Different
Cars, Continued

Procedures,
continued
Step Action
7 Click Next.
View: Travel
Sl Enroute PCS Travel o e
TONO: [ 1217GI96PRAYAX000 | Proceed Date: 11202017
Number of Days: 23
Type of order: | PCS | End Date: 21132017
What's Authorized Hinerary Constructed Itinerary Reimbursables

Duration of travel: |Greater than or equal to 24 hours % |

- Trans |Duty Local? = Embark? ‘Who Else Traveling
Lok Lrmian Reason | Day | 'PL | Method | 129818 | “peals AE% Lodging Taxes Miles
1202017 | DEP | JORSKE KANSAS | gy | [
2132017 | ARR VIRGIMIA MC NLG [ 10 J[ 000 ][ 000 [ 1224 ]
Add ! Edit Trip ltinerary
| Back | Next ‘Excep‘liorls ‘Ocmsionﬂls ‘ Accept Changes H Cancel || Help |

The authorized miles will populate on the Constructed Itinerary tab. Click Next.

View: Traveler
e Enroute PCS Travel
= 12002017
TONO: [ 1217GI6PRAY4X000 | Pl -
Number of Days: 23
Type of order: | PCS | End Date: 21307
What's Authorized Itinerary Constructed ltinerary Reimbursables
Duration of travel: |Greater than or equal to 24 hours v
Depart Date | Armrive Date To Location Auth. Miles
12002017 21372017 | 23704 Portsmouth, WIRGIMLA 1224
Back | Next I ‘ Exceptions ‘ Occasionals Accept Changes ‘ ‘ Cancel ‘ ‘ Help |

Continued on next page



Two or More POVs — Travel Different Days in Different
Cars, Continued

Procedures,
continued
Step Action
9 | Enter any Reimbursable Expenses, then click Accept Changes.
COASTIE, JACK View: Traveler

ON: 1217CS8PRAYAX000 Reimbursable Expenses

Date Description Claimed Dep?
TOLLS FOR ROADS-BERIDGES- ]
12002017 UNNELS FERRY 10.00 N Ediit Delete

Was any airfare paid by a member's fravel card. If paid by Government Account, do not enter
the airfare

Add Expenze
Accept Changes Cancel Changes Help
10 | Click Accept Changes.
View: Traveler
LS Enroute PCS Travel
. 1202017
TONO: [ 1217G96PRAYAX000 ] FrltsAl Ll
Number of Days: 23
Type of arder: | PCS | End Date: 2132017
What's Authorized Itinerary Constructed Hinerary Reimbursables
Date Description Claimed
112012017 TOLLS FOR ROADS-BRIDGES-TUNNELS-FERRY 10.00

‘ Add ! Edit Trip Expenses

Exceptions Occasionals

Accept Changes ‘ Cancel H Help ‘

Continued on next page



Two or More POVs — Travel Different Days in Different

Cars, Continued

Procedures,
continued

Step

Action

11 | Click Calcs.

COASTIE, JACK

TONC: 1217GI6PRAY4X000

Settlement Request

View: Traveler

Type of order: PCS | Covered from: 1/20/2017 to: 21372017
Type of Settlement | Partial | Type of Partial: | Not a Partial v
Remit To Transacticns Entitlements Computations Financial Remarks

Travel Not Performed

Effective Date: |210/2017

Entitlement Type

Dates Encompassed

Status

Edit | Enroute PCS Trawvel

A2N2017-2132017

“falidated Data Deletej Cales JComp

Enroute PCS Travel

v]

<= Add This Entitlement |

‘ Back H Mext | ‘ Manage Images ‘

| Receipts H SAVE H Cancel H Help ‘

12 | The member is authorized 4 travel days based on 1224 miles. Click Done.

COASTIE, JACK Dai Expenses View: Traveler
TONO: 1247GI6PRAY4X000 Iy
Audit Remarks Done
Day | Ldg |M&IE . M&IE |EmpiMemb| Dep Total | Lodging

DﬂteTypeR Bate Br|Ln| Dn | Ledg | Break | Lunch | Dinner | Incdtl | , nt| nt| k[T ax Taxable
02/09| FP 0.00 142.00 0.00 | 142.00| 0.00
02Ma| FP 0.00 142.00 0.00 | 142.00| 0.00
0211 FP 0.00 142.00 0.00 (14200 0.0
0212 FP 0.00 142.00 0.00 (14200 0.0

Total 568.00 0.00 (56800 | 0.00

Continued on next page



Two or More POVs — Travel Different Days in Different
Cars, Continued

Procedures,
continued

Step Action
13 | The Computation tab will identify the Per Diem, Transportation costs and the
MALT for just the member’s drive.

COASTIE, JACK
TONO: 1217G96PRAY4X000 setuement RequeSt
Type of order: | PCS | Covered from: | 1/20/2017
Type of Settlement  Partial Vv Type of Partial: Not a Partial
Remit To Transactions Entitlements Computations Financial
Description Total
Memb/Emp PCS Per Diem 588.00
Memb/Emp Transportation 10.00
Memb/Emp MALT 232.58

14 | Now return to the Entitlements tab to enter the itinerary for the dependents that
traveled in the 2nd POV. Make sure the drop-down says Enroute PCS Travel,
then click Add This Entitlement.

COASTIE, JACK em View: Traveler
TONO: 1217G96PRAY4X000 Settl ent ReqUESt
Type of order: | PCS | Covered from: 12002017 to: 2113/2017
Type of Settlement | Partial | Type of Partial: | Not a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PGS Travel AR202017-21132017 “falidated Data Delete | Cales | Comp
| Enroute PCS Travel v | | <= Add This Entitiement
‘ Back H Mext | ‘ Manage Images | Receipts ‘ ‘ SAVE ‘ ‘ Cancel ‘ ‘ Help ‘

Continued on next page



Two or More POVs — Travel Different Days in Different
Cars, Continued

Procedures,
continued

Step Action

15 | Check the Owner Operator of POV box. Enter the number of cars authorized
on the orders (1 for this example) and select who will be paid. Select the
remaining dependents that drove in the 2" POV. Click Next.

View: Traveler
ST Enroute PCS Travel
. 17
TONO: [ 1217GI6PRAYAX000 ] Foeiiios
Number of Days: 25
Type of order: | PCS | End Date: 2132017
What's Authorized Itinerary Reimbursables
W] Owner operator of POV [CINo Number of cars authorized D
MALT
Who Being Paid
JOHNNY COASTIE (Dependent)
JACKIE COASTIE (Dependent)
Next Accept Changes Cancel Help

NOTE: Dependents have to depart and arrive on completely different dates than
the member to get full PCS POV entitlements.
16 | Select Greater than or equal to 24 hours from the Duration of travel drop-down.

View:  Traveler
COASTIE, JACK Enroute PCS Travel

Proceed Date: 12022017

Number of Days: 25
Type of order: | PCS | End Date:  2/132017

TONO: |_1217G96PRAY4X000 |

What's Authorized Itinerary Reimbursables

Duration of travel: JE
Greater than or equal to 24 hours

Ti Local? Who Else Traveling
Mmmwmww‘“mmmrmm

Back Next Accept Changes Cancel Help

Continued on next page



Two or More POVs — Travel Different Days in Different

Cars, Continued

Procedures,
continued

Step Action
> it .
17 | Enter the dependents’ itinerary, then click Accept Leg.
COASTIE, JACK 1 View: Traveler
TONO: 1217GI6PRAY4X000 Itlnerary
- Trans Duty Local? = Embark? Who Else Traveling
D“‘BHL““"“"‘M‘M"DL‘W‘M"““‘ Meals ‘ AE% Lodging Taxes Miles H
Depariure Date Departure Location (click to edif) Method of Reimbursement: Daily Ldg Cost
... [FBB33 Topeka, KS, Shawnee | s Locat ¥ 0
02032017 j
Method of T riation:
© - Lot sot o 115 Embark Lodging Tax:
] Duty Day [Pa - Private Auto v]
Lodging Type: 0
Arrival Location (click to edit) he
Armival Date: [£3704 Portsmouth, VA, Portsmauth
02072017 j Reason for Stop:
[MC - Mission Complete v Meals Typs:
[ puty Day CM - Commercial Meals v Miles:
1224
Who elseis fraveling on  [Member
this leg:
I Accept Leg I ‘ Cancel Changes
18 | Click Accept Changes.
COASTIE, JACK 1 View: Traveler
TONO: 1217GI6PRAY4X000 Itlnerary
_ Trans | Duty Local? - Embark? Who Else Traveling
aE LT Reason| Day | '°* |Method|“299"™8| " Meals AE% Lodging Taxes Miles
66683 Topeka, KS, Shawnee .
232017 | DEP o . Pa | Edit
3704 Portsmouth, WA = Del
ooty |aRR | 2704 Porsmout MC NG I [ Insert
l Accept Changes I ‘ Cancel Changes ‘ ‘ Help

Continued on next page



Two or More POVs — Travel Different Days in Different
Cars, Continued

Procedures,
continued
Step Action
19 | Click Next.
Wiew: Travel
COASTIE, JACK Enroute PCS Travel e
TONQ: [ 1217GISPRAYAX000 ] Proceed Date: 1202017
Number of Days: 25
Type of order: | PCS | End Date: 21132017
What's Authorized Iinerary Constructed ltinerary Reimbursables

Duration of travel: |Greater than or equal to 24 hours % |

" Trans | Duty Local? . Embark? Who Else Traveling
RIE Location | peason| Day | ‘P | Method | L2991 | “peals AE% Lodging Taxes Miles
2132017 | DEP | Jopeka KANSAS | gy | W
272017 | ARR VRGNS | MC MLG [0 [ ooo |[ ooo [ 1224 ]
Add ! Edit Trip ltinerary
‘ Back ‘ Next ‘Excepﬁons Occasicnals ‘ Accept Changes | Cancel H Help ‘

20 | The authorized miles will populate on the Constructed Itinerary tab. Click Next.

View: Traveler
COASTAE, JACK Enroute PCS Travel
. 1202017
TONO: [ 1217G96PRAY4X000 | Proceed Dats:
Number of Days: 25
Type of order: | PCS | End Date:  2/1322017
What's Authorized Itinerary Constructed Itinerary Reimbursables
Duration of travel: [Greater than or equal to 24 hours Vv
Depart Date | Armrive Date To Location Auth. Miles
2312017 2772017 | 23704 Portsmouth, VIRGINIA 1224
Back Next Excepti Oc¢ ional: Accept Changes Cancel Help

Continued on next page



Two or More POVs — Travel Different Days in Different
Cars, Continued

Procedures,
continued

Step Action
21 | Enter any Reimbursable Expenses, then click Accept Changes.

COASTIE, JACK
TONQ: 1217GS6PRAY4X000

View: Trawveler

Reimbursable Expenses

Date Description Claimed Dep?
TOLLS FOR ROADS-BRIDGES- .
27312017 TUMNEL S FERRY 10.00 + Edit Delete

Was any airfare paid by a member's travel card. If paid by Government Account, do not enter
the airfare

Add Expensze

Accept Changes Cancel Changes Help

22 | Click Accept Changes.

View: Traveler
Lo E Enroute PCS Travel
- |[1£2072017
TONO: [ 1217GO6PRAYAX000 | e

Number of Days: 25

Type of order: | PCS | End Date: 2132017
What's Authorized Itinerary Constructed ltinerary Reimbursables
Date Description Claimed
2132017 TOLLS FOR ROADS-BRIDGES-TUNNELS-FERRY 10.00

‘ Add ! Edit Trip Expenses

Exceptions Occasionals

Accept Changes | Cancel H Help ‘

Continued on next page



Two or More POVs — Travel Different Days in Different
Cars, Continued

Procedures,
continued
Step Action
23 | Click Calcs for the 2" POV.
COASTIE, JACK em View: Traveler
TONO: 1217GI6PRAY4X000 Settl ent RequeSt
Type of order: | PCS | Covered from: 112002017 to: 211372017
Type of Settlement | Partial % Type of Partial:  Mota Partial v
Remit To Transactions Entrllemerlts‘ Computations Financial Remarks
Travel Not Performed Effective Date:
Entitlement Type Dates Encompassed Status
Edit | Enroute PCS Travel AR202017-211 32017 “alidated Data Dielete | Cales | Comp
Edit | Enroute PCS Travel NI T-2TI201T alidated Data Deletel Calkes jComp
TLE W | ‘ <= Add This Entitlement ‘
| Back H Mext ‘ ‘ Manage Images ‘ | Receipts ‘ ‘ SAVE | ‘ Cancel | ‘ Help ‘

24 | The 2" POV is also authorized 4 travel days based on 1224 miles. Click Done.

COASTIE i View: Traveler
TONO: 1217GISPRAY4X000 Daily Expenses

Audit Remarks Done

Day | Ldg |M&IE M&IE | Total |Lodging
Date Type | Rate | Rat Br|Ln|Dn|Lodg | Break | Lunch | Dinner | Incdtl Taxable

02/03| FP 0.0D | 284.00 | D.OD
0z04| FP 0.00 | 284.00 | 0.0D
02/05| FP D.OD | 284.00 | D.0D
0z06| FP 0.00 | 284.00 | 0.0D

Total (1135.00| 0.00

Continued on next page



Two or More POVs — Travel Different Days in Different
Cars, Continued

Procedures,
continued

Step

Action

25

Once the DLA and TLE have been added, verify the Computations tab for
accuracy. In this scenario, the member and dependent MALT is paying the same
amount. However, if the member and dependents traveled from different locations,
the MALT would be different. The Per Diem amount paid is based on the age(s) of
the dependent child(ren). Continue with the rest of your claim. Don’t forget to
Apply your Advance.

COASTIE, JACK Viewr: Traveler
TONO: 1217GI6PRAY4X000 Settlement ReqUESt

Type of order: | PCS | Covered from: 1/20/2017 to: 211372017
Type of Settlement | Pariial ' Type of Partial: | Not a Partial “
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitlement
= i Deductons
Memb/Emp PCS Per Diem 5858.00 -
Partial Payments
Memb/Emp Transportation 20.00
Memb/Emp MALT 23256 Amount Payable
Deg Per Diem 1,136.00 Advances
Deg. MALT 222,58
DLA 234088
TLE 371.42
Due Employes
Spit Payment
Method of Payment| Direct Deposit v Computed Spii —

Enter amount in Split Payment field to pay
GTCC

I Apply Advances I

This request may require constructed travel so that the amount computed may not equal the actual amount reimbursed

Back H MNext | ‘ Manage Images ‘ | Receipts H SAVE H Cancel H Help ‘

Ensure you have all orders, TLE lodging receipts and any receipts over $75.00
scanned and attached in the Manage Images section of TPAX. The address of
the dependents at the time of receiving orders MUST be typed into the
Remarks block of the claim or DLA with dependents and dependent travel
will not be paid.




Two or More POVs — Travel Same Days in Different Cars

Introduction This section shows how to account for a member who was authorized two
POVs and drove to his new PDS with his dependents. They departed and
arrived on the same days.

Procedures See below.

Step Action
1 | Enter the home address at the new PDS, then click Next.
COASTIE, JACK View: Traveler
O T e DAY ANI0s Settlement Request
Type of order: | PCS ] Coveredfrom: [ 17202017 | to: [ 2M3R2017 |
Type of Settlement  Partial “ Type of Partial: Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
* Address 1: [[1234 COAST GUARD LANE x
Address 2:
* City: |PORTSMOUTH
* Country!State: VA VIRGINIA w
’ Zip: [23704
Next Manage Images | Receipts | SAVE || Cancel || Help |
2 | If you were issued an advance it will show here. Click Next.
COASTIE, JACK View: Traveler
TONO: 1217G26PRAY4X000 SEtﬂEI'I'IEI'It ReqUESt
Type of order: | PCS | Covered from: to:
Type of Settlement | Partial “| Type of Partial: ' Mot a Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Locked Date Type Amount
o 282017 Advance 1,995.51 Delete
‘ Back |I Next I‘ Manage Images ‘ Receipts H SAVE H Cancel H Help |

Continued on next page



Two or More POVs — Travel Same Days in Different Cars,
Continued

Procedures,
continued
Step Action
3 | Leave the default as Enroute PCS Travel, then click Add This Entitlement.
COASTIE, JACK View: Traveler
TONO: 1217GI6PRAYAX000 Settlement Request
Type of order: | PCS | Covered from: to:
Type of Settlement | Partial “ Type of Partial: | Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Travel Not Performed: [] Effective Date:
| | Entitlement Type | Dates Encompassed | Status | | | |
| Enroute PCS Travel v| | <=AdaThis Entitlement
‘ Back H Mext ‘ ‘ Manage Images ‘ | Receipts H SAVE H Cancel H Help ‘

Continued on next page



Two or More POVs — Travel Same Days in Different Cars,

Continued
Procedures,
continued
Step Action
4 | In order to get paid MALT (monetary allowance in lieu of transportation), check

the Owner Operator of POV box. If not claiming MALT, click the No MALT
box. Enter the number of cars authorized on the orders (2 for this example) and
select who will be paid. Since all family members traveled together, on the same
days select them all. Click Next.

View: Traveler

[COASTIE, JACK Enroute PCS Travel

] Proceed Date: 1202017
Number of Days: 25

TONO: [___1217G96PRAY4X000

Type of order: | PCS | End Date: 2132017
What's Authorized Itinerary Reimbursables
W] Owner operator of POV [CINo Number of cars authorized
MALT

Who Being Paid

Next Accept Changes Cancel Help

Enter the itinerary and click Accept Leg.

COASTIE, JACK i View: Traveler
TONO: 1217GI6PRAY4X000 Itlnerary
- Trans Duty Local? = Embark? ‘Who Elze Traveling
mH""m‘nmn‘ ‘IDL‘W‘M‘ Meals AE% Lodging Taxes Miles H
Departure Date Departure Location (click to edit) Method of Reimbursement: Daily Ldg Cost
[FEE53 Topeka, KS, Shawnes ] [ s Local v 0
01202017 ﬁ —— o
ransportation )
- = D Is Embark Lodging Tax:
[¥3) Duty Day [P - Private Auto v
Lodging Type: 0
Arrival Location (click to edit) v
Arrival Date: [3704 Portsmeuth, V&, Portsmouth
ﬁ Reason for Stop:
|MC - Missicn Complete w | Meals Type:
O Duty Day CM - Commercial Meals ~ Miles:
I Accept Leg I ‘ Cancel Changes

Continued on next page



Two or More POVs — Travel Same Days in Different Cars,
Continued

Procedures,
continued
Step Action
6 | Review/Edit the itinerary as necessary, then click Accept Changes.
COASTIE, JACK : View:  Traveler
TONO: 1217GI6PRAY4X000 Itinerary
- T Duty Local? — TEmbark? Who Else Traveli
1o BT Reason pay | " | Method |“2%9"9 | “meals AE% Ln:;qin;e Taxcs. Miks
1202017 | pep | BBE53 Topeka, KS, Shaunes | o) | Edit
2132017 |ARR | 23704 Porsmauth, VA MG NLG (o[ oo [ oo 2] |insen|°®
I Accept Changes I ‘ Cancel Changes ‘ ‘ Help
7 | Click Accept Changes.
View: Traveler
SRR Enroute PCS Travel
. [12oemT
TONO: [ 1217GIBPRAYAX000 ] e
Number of Days: 25
Type of order: | PCS | End Date: 2132017
What's Authorized Itinerary ‘Constructed Itinerary Reimbursables
Duration of travel: |Greater1han or equal to 24 hours v|
i Trans Local? | Embark? Who Else Traveli
Lo LT Reason m IDL | pethod | LO98IND | “peqle AE% Lodging Taxes: Miles
e Topeka, KAMSAS v
1202017 | DEP PA
2132017 | ARR 2370.;;%%?”“" MG NLG [0 [ o000 |[ oo0 [ 228 ]
‘ Back H Next ‘ Exceptions ‘Occalsiorlnls Accept Changes ‘ Cancel H Help ‘

Continued on next page



Two or More POVs — Travel Same Days in Different Cars,

Continued
Procedures,
continued
Step Action
8 | The Computations tab shows that the MALT paid both the Member/Employee and

the Dependent since they each drove a vehicle. Apply Advances if necessary and
continue with the rest of your claim.

COASTIE, JACK Viewr: Traveler
TONO: 1217G96PRAY4X000 Settlement ReqUESt

Type of order: | PCS | Covered from: 1/20/2017 to: 21372017
Type of Settlement  Pariial * Type of Partial: | Nota Partial v
Remit To Transactions Entitlements Computations Financial Remarks
Total Entitlement
Descipion = Deductons
Memb/Emp PCS Per Diem 588.00 -
. Partial Payments
Memb/Emp Transportation 20.00
Memb/Emp MALT 23258 Amount Payable
Dep Per Diem 94,00 Advances
Dep. MALT 232.56
Method of Payment [T G—— - | Due Employee
Split Payment 0.00
Computed Split 0.00

Enter amount in Split Payment field to pay

A Advances I
I e GTCC

This request may require constructed travel so that the amount computad may not equal the actual amount reimbursed

‘ Back H Next ‘ ‘ Manage Images ‘ ‘ Receipts H SAVE H Cancel H Help ‘

Don’t forget to add all Reimbursable expenses including: Orders, tolls and any
receipts for claimed items over $75.00. Use the Manage Images function to attach
them to your claim. Spell out in the remarks exactly what happened. The address
of the dependents at the time of receiving orders MUST be typed into the
Remarks block of the claim or DLA with dependents and dependent travel
will not be paid.




